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GF will double his MF* 


Your executives and department heads deserve the prestige 
that goes with GF’s MODE-MAKER desks 


It pays you worthwhile dividends 
when you seat your key men at hand- 
some GF Mode-Maker desks. Their 
increased morale steps up their enthu- 
siasm as well as their efficiency. 


GF’s Mode-Maker keeps its good looks 
for a lifetime. The cost, compared to 
any one of your men’s salaries over a 
10-year period, is insignificant — far 
less than 1%! That’s a low-cost, big- 
return investmerit that appeals to all 
practical businessmen. 


Mode-Maker is America’s leading line 
of business desks. Choose from many 
models for private or general offices... 
they’re all as efficient as they are 
good-looking. 


Learn how your small investment in 
Mode-Maker desks for your employees 
will repay itself many times over. Call 
your nearest GF distributor or write 
The General Fireproofing Company, 
Dept. M-22, Youngstown 1, Ohio. 


Good metal business furniture is @ good investment 


(Circle 625 for more information) 
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Foremost in Metal Business Furniture 





MODE-MAKER DESKS 
GOODFORM ALUMINUM CHAIRS 
METAL FILING EQUIPMENT 

GF STEEL SHELVING 








IDEAS 


don’t improve with age 


Neither Management METHODS Magazine 
nor its contents—is designed to be filed. 

Every single line of copy assumes that some- 
body—you—are in search of ideas that can save 
you money right now. 

That's why we've done everything possible to 
make it easy for you to act when you pick up a 
good thought from our pages. May we suggest: 

1. Use the handy Reader Service Card (post- 
age paid), bound into every issue of Management 
METHODS, for more information. 

2. Phone your local specialist in business 
equipment immediately, and ask him to show 
you the tools that can convert Management 
METHODs’ ideas into money-saving systems. 

If you value your time and your company’s 
money, if you want to increase your own and 
your employee productivity—if you don’t want 
to forget—here’s help! 








Would you like to order 

Management METHODS Magazine 
for other men in your company? 

Use the postpaid reply card bound 


in this issue. 
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Here’s your personal invitation to see a new and mechanical era in the field 
of interest and dividend computation .. your invitation to see the Rol-A-Factor, 
the only machine in the world that instantly figures interest and dividends. The 
exact number of days between any two dates, calendar wise or retro-calendar- 
wise, from one day to ten years...and the exact amount of interest or dividend 
from 1 cent to $100,000 is yours in a few seconds with this automatic interest 


and dividend computer. 


We invite you to inspect the Rol-A-Factor, and see it in action. The Rol-A-Factor 
will be on display in Booth 27 at the Insurance Accountant Association's Fourteenth 
Annual Fall Conference and Business Show, October 14, 15, 16, at Bellevue Strat- 
With @ Rol-A-Factor, ford Hotel, Philadelphia, Pa. And in Booth 312 at the National Business Show, 


one girl can do 


she week sh Canin October 19 to 24, at the Grand Central Palace, New York City, N. Y. 


Fully guaranteed 






for three years 


NOTE: 3 We invite your inquiry if you are unable to attend these shows. Write 


today for our illustrated brochure, giving complete information about the Rol-A-Factor. 


Forster Manufacturing Company 
ROL-A-FACTOR DIVISION + 1425 SOUTH McLEAN -+ WICHITA, KANSAS 


\ ROL-A-FACTOR DIVISION W. E. FORSTER 
BRANCH OFFICES: 1500 HENNEPIN AVE. * 1933 STOCKTON BLVD. 
MINNEAPOLIS, MINNESOTA SACRAMENTO 16, CALIFORNIA 
(Circle 624 for more information) 
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Important provisions 
in the new tax act 





























Julius Caesar .. . Dictator... needed 7 
secretaries, they say, to keep up with 
his dictation. 

Today, one secretary can handle the 
work of seven dictators, using the Gray 


PhonAudograph. 


And today’s Caesars get more done — 
they don’t make a production out of it 
every time they dictate a letter! 


With PhonAudograph, each central 


recording unit seryes many dictators, 


through phone handsets on their desks. 


The operator attends to the central 
recorder; a buzzer tells her when to 
change discs. Using an Audograph 
transcriber, she gives you fast signature 
service (on long memos, she is typing 
your first disc while you’re on your 
second!) 


But most important, PhonAudograph 
— the outstanding achievement in 
phone dictation — provides these ex- 


WITH FULL CONTROL 


PHONAUDOGRAPH 


The Gray Manufacturing Company, 


Hartford 1, Connecticut 





clusive advantages: unlimited listen- 
back; no interference from other sta- 
tions; built-in communication with 
the operator; push-button simplicity. 
Nothing less will do the job : 
because today’s Caesars are impatient 
men! 

Get the whole story today! Learn about 
the benefits and economies of phone 
dictation .. . and see how PhonAudo- 


graph provides them — 
all of them! 


Please send me your Booklet J-10 on 
PhonAudograph full control phone dictation. 











NAME 
PHONAUDOGRAPH and AUDOGRAPH (individual dictation instrument) sales and 
service in 200 U. S. cities. See your Classified Telephone Directory under ‘‘Dictatin 
Mac hines Canada: Northern Electric Co., Ltd. Abroad: Westrex Co orp. (Western FIRM is 
Electric ( o. export affiliate) in 35 countries, Made by The Gray Manu fac turing Company ere 
—established 189] originators of the Telephone Pay Station, ei pea vom a 
TRADE MARK ‘‘AUDOGRAPH"’ REG. U.S. PAT. OFF. ADDRESS city 


(Circle 628 for more information) 





THE AUTHOR: N. R. Caine is the 
editor of a widely syndicated 
column, “Tax Pointers.’ He 
holds a C.P.A. certificate in Neu 
York, New Jersey, Pennsylvania 
and California. A member of 
the American Institute of Ac- 
countants, Myr. Caine is a senior 
partner in the firm bearing his 


name. 











ee Phe newest tax act— 
the recently enacted Technical Changes 
Act of 1953—made a number of im- 
portant contributions to the tax laws. 
These contributions include “taxpayer- 
incentive” moves, loophole-closing pro- 
visions, and sections that are designed 
to remedy certain rules that have 
proven unfair and unequitable in the 
administration of the law. The high- 
lights of the Act are briefly presented 
in this month’s discussion. 

The Act includes many different 
remedial moves. The most important 
of these from the viewpoint of the 
average corporation is the change that 

has made in Section 24 (c) of the In- 
A brief illustra- 
tion will set the stage for an explana- 


ternal Revenue Code. 


tion of this important change: 

Mr. Smith is both the president 

and the majority stockholder of 

the Smith Corporation. He earns 
an annual salary of $20,000. Dui- 
the year in question, he actually 
received only $10,000 of — his 
$20,000 salary. 

Section 24(c), in its pre-1953 Act 
form, operated to prevent the Smith 
Corporation from accruing the unpaid 
$10,000 balance of its salary liability to 
Mr. Smith as an income tax deduction 
unless it actually paid it to him within 
two and one-half months after the 
close of its taxable year. It mattered 
not at all that the $10,000 liability was 
fixed and legally enforceable. (It has 
been assumed for the purposes of the 
foregoing exposition of the rule that 
Mr. Smith uses the cash-basis of ac- 
counting while the corporation used 


the accrual basis.) 


methods 








New Amendment Changes Rule 


The amendment to this rule provides 
that the requirement that the $10,000 
be paid to Mr. Smith within the two 
and one-half months’ period after the 
close of the year will be satisfied if the 
corporation makes it available to him 
in such manner that he would be taxed 
on it under the “constructive receipt” 
doctrine. 

The most common form of ‘“‘con- 
structive receipt” is the check which 
arrives on the last day of one calendar 
year, is not cashed until the following 
calendar year, but is included in the 
taxable income of the first year, 

The harsh and often inequitable 
“actual payment” requirement of this 
rule has thus been eliminated by the 
new Act, and a new “constructive pay- 
ment” test substituted for it. 

The amendment also provides that 
a taxpayer may elect to apply the 
change in the law retroactively to as 
far back as the year 1946. This privilege 
should be studied by taxpayers who 
have been hurt by the provision in 
past years—it may lead to possible tax 
refunds. 

These are but the highlights of the 
Act. There were several other pro- 
visions which for the most part pro- 
vided for various extensions of time. 
To note but a few: 

1. The Code has provided for spe- 

cial “tax-free” liquidation occurring 

during any calendar month of 1951 

and 1952. This has now been 

amended to include liquidations 

during any calendar month of 1953. 

2. Lae Revenue Act of 1951  pro- 

vided for an elective method of 

computing tax upon war loss re- 
coveries. The election may now be 

utilized up to December 31, 1954. 

Still other provisions relate to such 
special matters as the basis of trans- 
ferred trust property, loss carry-over, 
estate tax where life income was re- 
served in pre-1931 Trusts; Estate tax— 
Life Insurance Reversion. 

! am reserving for next month’s dis- 
cussion the extremely important 
changes that the new Act has made 
in Section 3801 of the Internal Revenue 
Code. This section of the law operates 
to remove the limits of the arbitrary 
three-year Statute of Limitations in 
certain cases. m/m 
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COLLECTIONS FASTER, DELINQUENCIES REDUCED BY 
SIMPLIFICATION OF ACCOUNTS RECEIVABLE RECORD SYSTEM 


Heavy Statement Preparation Eliminated by Addressing Directly from Ledger ... No Typing Necessary 


pe tee ee | 





Some time ago, a VJSIrecord systems analyst was 
called in by a large manufacturing concern which 
was feeling a pinch caused by lack of attention to 
collections. Here is what an analysis of their total 
accounts receivable showed: 

55°% was current 

27% was more than 30 days 

10% was more than 60 days 

5° was more than 90 days 

3%, was more than 120 days. 
A VISIrecord system was then installed. Four 
months later, because of VJS/record’s superior con- 
trol this was the picture of this same company’s 
accounts receivable: 

76°% was current 

9°% was more than 30 days 

7.5°% was more than 60 days 

9 


2.59% was more than 90 days 


5° was more than 120 days. 
With the installation of the VJSJrecord system the 
result was a 21% increase in current accounts, How 
was VJSIrecord able to accomplish this? ‘The answer 
lies in the idea behind VJSIrecord, and the tools which 
it makes available in Accounts Receivable operations. 


First, VJSIrecord is a visible system. VJSIrecord 
echelon filing exposes all indexes, balances and credit 
limitations; signalling procedures are simplified; in- 
active accounts are easily selected by scanning. 
VISIrecord’s visible ledger location eliminates “search” 
time and increases posting speed. Posting speeds of 
four or more records per minute are common. 


Second, pre-sorting and stuffing operations are elim- 
inated. Instant record location over thousands of 
records permits random postings at top machine 
speed from unsorted posting media. 






», 
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Third, with the use of VJ/SIrecord’s versatile, eco- 
nomical VJSJriter, statements can be addressed di- 
rectly from the ledger record, at the time the first 
activity in the account occurs during the month. 
This eliminates tedious statement preparation periods 
at the beginning of the month, and eliminates stuffing 
operations until posting can be resumed. Delin- 
quent lists can be prepared easily, right from the 
ledger. 
Fourth, but hardly last, VJSJrecord cuts housing 
costs because it is so compact. It reduces clerical 
costs and boosts production tremendously because 
of its ease and speed of operation. 
With a good VJSIrecord application for Accounts 
Receivable records (both machine and hand posted) 
it is possible to: 

. Have both debit and credit postings strictly up to date. 

- Have total balance not later than the afternoon of ihe 

second working day of each month. 

. Have statement copies of open invoices in the mail on 

the night of the second working day of each month. 

. Have collection letters for overdue accounts in the mail on 

the night of the third working day of each month. 
. . Have each delinquent account signalled for follow-up within 

4 days after the close of the previous month. 
This system is not new or untried—not by any 
means. VJ/SIrecord Accounts receivable users in- 
clude, G. E, X-ray Corporation, Milwaukee; Rohm 
& Haas, Philadelphia; International Salt Company, 
Scranton; Ford Motor Company, Detroit; Columbia 
Ribbon & Carbon Company, New York; Kimberly- 
Clark Corp., Wisconsin, etc. For additional infor- 
mation about this V/S/record application, or, if de- 
sired, a free survey of your present record-keeping 
system, whether it be an Accounts Receivable appli- 
cation, inventory, purchasing, etc., write V/SIrecord, 
Inc., Dept. D3, Copiague, L.I., N.Y. 


(Circle 663 for more information) 
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Every typist can be a statistical typist with 
IBM’s electric decimal tabulation . . . nine 
keys, built right into the keyboard of an IBM 
Electric Typewriter, take the drudgery out of 
tabular typing, make it as fast and effortless 
as typing a business letter. 


The mere touching of the proper decimal 
tabular key speeds the carriage automatically to 
the correct amount position within the column. 
Each figure lines up exactly, with no back- 
spacing, no waste hand motion, no lost time. 


IBM C locticy [ypownitou 


TRADE MARK 
INTERNATIONAL BUSINESS MACHINES 


(Circle 632 for more 





These 9 keys 
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make statistical typing 
as fast and easy as regular typing 








This same model, having all the advan- 
tages of standard IBM Electrics, produces 
better-looking work in less time, with less 
effort on every typing job. Write today for a 
demonstration or illustrated brochure on the 
IBM Decimal Tabulation model. 


IBM, Dept. MA-3 

590 Madison Ave., New York 22, N. Y. 

(0 I’d like to see the IBM Electric Decimal 
Tabulation Typewriter. 

(] Please send brochure. 
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FOR MANAGEMENT 


THE AUTHOR: Leslie 
M. Slote, Assistant 
to the President, 
Ketay Manufacturing 
Corp., handles this 
regular feature. The 
author functions at 





staff and operating 
levels on matters of administration, 
production, personnel, labor relations 
and management control. Readers are 
invited to submit “symptoms” from 
their own experience for Mr. Slote to 


“diagnose.” 


I receive many informative and 
provoking letters from the readers 
of this column who submit their 
problems for diagnosis. This month, 
I am reprinting two letters which 
offer “diagnostics for management.” 


Good Labor Relations 


Dear Mr. Slote: 

Your July “Diagnostics” was particu- 
larly interesting to me_ because it 
stressed the human relations angle. I 
believe a recent incident at our factory 
is worth repeating because it demon- 
strates the importance of practicing 
good human relations. 

Mr. J., our industrial relations man, 
received a frantic call one day last 
week from the Works Manager to the 
effect that there was a wildcat work 
stoppage in the machine shop, with the 
threat of a walkout before the day was 
over. Mr. J. was instructed to “get in 
touch with the Union business agent 
immediately, call our labor attorney, 
arrange an emergency meeting and 
press charges against the Union and 
our bargaining unit for failure to up- 
hold the contract.” Mr. J., who pre- 
fers calm, clear thinking to emotional 
outbursts, took no action until he made 
a thorough investigation. 

He learned the story from the ma- 
chine shop Foreman. Barney, the 
leadman, was accustomed to gaging and 
checking finished parts after the final 
machining operation, loading them on 


methods 


a small hand cart and bringing them 


tt oS ee en ae y ARE...THERE’S AN @§& DEALER NEAR YOU! 


next floor. Barney is a top notch \9 

worker, but in his travels he liked to aX 

stop along the way to ehat and take it we S T F F [ 1 I F [ F F lJ R N | T l) RE 
easy. Repeated warnings did not help. & 


On this particular day the Foreman de- Pi 
cided that after Barney had checked xz LOOKS BETTER... LASTS LONGER... LOWERS COSTS 
and loaded the pieces, a messenger < 
would deliver the cart so that Barney’s 
wandering could be restricted. Barney 
immediately enlisted the aid of the 
Shop Steward, who ordered the mes- 
senger not to touch the cart. Barney’s 
inspected work started to pile up, 
causing a stoppage in the work flow. 
The Foreman was warned that if he 
or anyone else touched the cart, the 
entire machine shop would walk out. 
Mr. J. sent for the Shop Steward to 
accompany him to Barney’s work place. 
While the whole shop watched, Mr. J. 


Visit your ASE dealer and take a critical look. Convince yourself that 
there’s more real dollar-for-dollar value in ASE office furniture. 


You'll find countless product advantages exclusive with this complete 
high-quality line of desks, chairs, files and office equipment. 





invited Barney to step out in the hall- 
way for a smoke with the Steward and 
himself. He listened to Barney's ver- 





sion of the story which was substan- 








tially the same, but in addition learned 
two important facts. First, Barney had 
been promised a raise a month ago 
which had never materialized and sec- 
ond, Barney feared that his leadman’s 








duties were being clipped by not allow- 
ing him to move the cart. 


wa 


Mr. J. separated and clarified the 
issues and explained them to both the 
Steward and Barney. He _ promised 


a. oe 
ana 
rn 






that Barney’s wage review case would 
be reopened and then explained that 
neither Barney nor the Steward could 








y 
BETTER BUILT FOR BETTER BUSINES 


interfere with management’s preroga- 
tive and right to direct the work force. 
He pointed out that the Foreman had 
the right to divide the work flow as he 
saw fit, and that this did not affect the 
leadman’s prescribed duties or diminish 
his prestige. After resolving additional 




















































































\ a 
questions, Mr. J. and the Steward 
walked Barney back to his bench. Mr. 
J. quietly thanked Barney for his co- 
operation, shook hands with him in a sg 
front of everyone and then asked the ( “| wpeg 
Steward to notify the Foreman to pro- = —_ <a f 
ceed with his plan to have the messen- a << ea 
ger deliver ve cart. tables w= y rs | | wenediiinan 3 
. The tension in the air suddenly dis- a~Ss filing re | blueprint J cabinets 
sipated. It was apparent to everybody chairs ~ % cabinets —— files 
that Barney and the Steward were sat- 
isfied that the situation had been fairly Write for catalog and A | [ 2 S T F E | F Ou P M F NT N F ; j 
handled. The entire explosive situa- nein Of ORTON Ave pune" 





(Circle 605 for more information) 
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Remington Rand Methods News 





New Way to Reap Rich Returns 
from Your F tiling Dollars 


In the average office file today, 65% of 
the records have outlived their useful- 
ness—yet remain in the active file, mak- 
ing it difficult and expensive to keep 
an efficient filing system. Management 
is greatly concerned with this wanton 
waste of time and money. That’s why 
Remington Rand has prepared the 
booklet pictured below. It shows you 
how to reap richer returns from your 
filing dollars... provides you with a 
yardstick for measuring record keep- 
ing as it pertains to filing, its purpose, 
growth, value, cost and efficiency. 





NEW SURVEY GIVES 
SPECIFIC STEPS TO CUT COSTS 


Put This Booklet to 
Work By Learning: 


@ How much should it cost to operate 
a file? 

@ What is the average number of 
drawers handled by a file clerk? 

@ What are the minimum standards of 
performance to be expected from the 
different grades of filing equipment? 

@ How can you determine the efficiency 
of your filing system? 

@ How important is control of the ori- 
gin of correspondence and records? 

At the end of the booklet there’s a 5- 

step, thoroughly-tested method for get- 

ting more for each dollar invested in 
filing operations. 

You can save 60% or more of your 
overall filing costs by properly apply- 
ing the treasury of filing facts and 
figures in this easy-to-read, easy-to- 
use booklet. To get your FREE copy 
without obligation, of course. Check 
off LBV543 in coupon. 








Scientific Sorting Assures 
50 to 75% Saving 


Remington Rand MultiSort has proved 
in actual use that it can save 50% to 
75% of the time demanded for hand 
sorting. Locating any piece of sorted 
material is easy, swift. Each piece of 
paper is held securely in place—no 
danger of blowing away! And valu- 
able office space is saved—as much as 
80%. Errors are kept at a minimum. 
The FREE folder “Slash Your Sort- 
ing Time With MULTISORT” lists 
additional advantages — shows time 
savings proved by actual time studies. 
Complete details in LBV613. 


TODAY 


TOMORROW 
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weet 
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Variadex Alphabetic 
Filing Permits Unlimited 
Expansion Without Waste 


There’s a way to eliminate the waste 
of throwing out inflexible index guides 
as your files increase...switch to 
VARIADEX-—the direct expanding in- 
dex with color control. 

With Variadex your investment in 
filing equipment brings additional dol- 
lars rolling back to you in the form of 
faster filing and finding, fewer errors 
and lost papers, higher office morale. 
Users find VARIADEX is alphabetic 
filing at its very best—simple, direct, 
tops in efficiency! Details in LBV392. 





Vow You Can “Rent” Experts 
Chances are you’ve known for 
months that the filing systems 
and operating records in your 
office need streamlining. Office 
staffs well-seasoned in tackling 
the most difficult problems in fil- 
ing are available through the 
Remington Rand Business Serv- 
ices Departments. 

The Installation Staff has a 
unique approach—does not dis- 
turb daily operations, trains per- 
sonnel in the new system and 
writes a manual detailing the 
complete new filing procedure. 
You are then ready to swing 
into new methods without 
interruption of your everyday 
business operations. During 
peak-load periods, you rent this 
expert staff and save by getting 
your task finished promptly—a 
far better arrangement than de- 
pending on untrained temporary 
personnel. Check folders BSD2, 
also LBV402. 














‘Make the Most of Filing 
Space with Shelf Filing 


Why let the space between the top of 
your filing cabinets and the ceiling 
remain unused—especially, today, when 
office space is scarce,expensive? Faster 
reference, easier and quicker filing 
and finding and the economy of space 
and equipment costs make this method 
worth investigating. See the clear 
comparison of shelving vs. vertical files 
in chart complete with understandable 
figures—MC817. Also ask for Certified 
Case History SN784. 


Remington. Freand 


Management Controls Reference Library : 
| Room 1248, 315 Fourth Ave., New York 10 | 
! Please circle the numbers below for | 
| FREE literature desired. Mail cou- | 
| pon now: | 
| LBV543 LBV392 LBV613 | 
| BSD2 MC817 LBV402 SN784. 
| Name : Title | 
| > = | 
| ee — | 
| a... 2 | 
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tion had become a minor incident be- 


cause of intelligent handling by an ex- 
ecutive well versed in the practice of 
human relations. 

You are welcome to use this mate- 
rial for your column, but for obvious 
reasons please do not reveal the name 
of our Company or the names of the 
personnel involved. 

Cordially yours, 


F.V.R. 


inventory Control Addenda 
Dear Mr. Slote: 


The suggestions you made in your 
September column, concerning the 
elimination of the time lag in posting 
transactions to the inventory control 
records, are both practical and simple. 
However, in our plant, we have found 
a delay during very heavy peak re- 
ceiving periods. Extra help during 
these times is not feasible, and change- 
over to a punch card system is un- 
warranted and unwanted. 

We solved the problem by introduc- 
ing a daily receiving log in the re- 
ceiving room, This log lists all part 
numbers and quantities as they are 
received each day. It is made up from 
the packing slips, and since it lists 
numbers and quantities without in- 
spection of materials or verification of 
amounts, it has no bearing upon the 
filling out of regular receiving and in- 
spection reports. One copy of the log 
is dispatched to Production Planning 
and a second copy to the inventory 
control section. When necessary, this 
is done more than once a day. The log 
merely serves as notice of impending 
receipt of materials. For example, if a 
part number is listed as being low in 
stock, quick reference to the log would 
show whether it was in the receiving 
room. If so, the material 
pushed through, entered in the records, 
and immediately made available to 
Production Planning. 

Our perpetual visible inventory con- 


could be 


trol functions well and is always up 
to date. 
Very truly yours, 
E. S. 
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COVER 


STORY 


Editor's Note: Now is the time to plan 
your 1954 college recruiting program if 
you expect to successfully meet the 
stiffest competition you've had to face 
to date. Here is what one leading com- 
pany did to give its program new im- 
petus while other industries were meeting 
with less success due to the shortage of 
available men. 


es Our recruiting fortunes 
were at ebb-tide in 1949, unforeseeable 
business circumstances having arisen to 
cause us to curtail these activities, much 
to the displeasure of various college 
placement offices. Before another year 
had rolled around, however, the chang- 
ing pattern was clearly established by 
We 


number of 


international events. needed an 


increasing technically 
trained men during the years ahead, as 
did nearly all industry, and the number 
of engineering graduates from accred- 
ited schools that would become avail- 
able was apparently going to decrease 
for some time to come. 


Starting from Scratch 


The 
and resources 


over-all 
of engineering graduates 


nation’s requirements 
will reach crisis proportions during the 
coming year (see chart). 

To deepen this problem, 75°% of the 
men coming out of the colleges have 
had no and most of 
these are subject to call upon gradua- 
tion. 


military service 
Still others will remain on col- 
lege campuses to prepare for advanced 
academic degrees, and thereby _post- 
pone their entry into the labor market. 

We discovered that the Company’s 
name and reputation, once a magnet 
for promising job applicants, no longer 
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by William Eugene Carroll 


How Western Union recruits 


scarce engineering graduates 


held a strong attraction among the col- 
lege set. (Other companies might 
profit from a realistic look at what the 
“outside world” currently thinks of 
them as possible future employers.) 
Our up-to-date mechanized opera- 
tions and our need technically 
trained were not known to the 
group we solicited. Many of them had 
us down as a “horse and buggy” outfit 
operating thirty years behind the times. 
We were forced to agree that we 
wouldn’t become associated with a com- 
pany if our impressions of it were as 
discouraging as were some of these mis- 
conceptions. 


for 
men 


This condition was our 
own fault because we had failed to tell 
them adequately the story of the Com- 
pany’s accomplishments in the recent 
past and its present objectives. 


A Long-range Approach 


Certain companies “buy their point 


across” by going to such lengths (ad- 
mittedly citing extreme cases) as treat- 
ing preferred candidates to a week-end 
at a fishing camp, throwing a costly 
party for all of the technical graduates 
and their escorts, and a host of lesser 
inducements ranging on down to favor- 
gifts representative of their companies’ 
products. These are all possible solu- 
tions that you may wish to consider if 
you are sufficiently hard-pressed for 
professional help. They did not seem 
sound, long-range solutions to us. 
Other companies, heavily engaged in 
defense contract work, met their prob- 
lem by their 
salaries to outbid competitors. 


steadily raising starting 
One of 
the results has been that engineering 


college seniors, as a group, have become 


increasingly independent in their atti- 
tude, and more difficult for all com- 
panies to deal with, as they realize the 
extent to which some of us in industry 
are going in order to‘hire them. 

Many companies offering higher sal- 
aries have been hiring increasingly 
without incurring much of an actual 
increase in salary costs, by merely cut- 
ting the progression rates that would 
normally follow. They promised more 
at the start than they formerly did, 
but offer less in the way of certain peri- 
odic pay increases. 

Today’s graduates are more likely to 
be free enterprisers who will take a 
chance on their futures than many of 
their slightly security-hungry, 
war-veteran predecessors 
graduated from 
six years ago. 


older, 
who were 


colleges only 


The Western Union Plan 


The course that our Company de- 
cided to pursue, and expects to con- 
tinue, centered about the establishment 


Graduate engineers 
needed by industry 


Year 


1950 

1951 

1952 

1953 
1954 
1955 

1956 
1957-1960 


five or 


30,000-35,000 
30,000-35,000 


35,000-40,000 
35,000-40,000 
35,000-40,000 
35,000-40,000 
35,000-40,000 ? 


and steady flow of all available infor- 
mation to acquaint engineering and 
business college faculty and students 
alike about the telegraph industry, in 
general. We figured that if enough of 
those folks knew what we were doing 
and planning through our system, a 
sufficient number of graduates would 
naturally be spurred to an interest in 
our employment opportunities without 
our having to resort to high pressure 
activities. 

Specifically, the following has been 
our program: 

1. Compile a mailing list of names 
of more than 200 placement officers 
and engineering and business admin- 
istration faculty members at 125 ac- 
credited colleges, setting our sights on 
them as the primary target. Writing a 
friendly letter to them from the Vice 
President in Charge of Employee Rela- 
tions, want to 
establish a closer relationship between 
them and us. 

We read their university bulletins 
with interest in order to keep abreast 


telling them that we 


Number of 

engineering 

graduates 
48,000 
38,000 
27,000 
22,500 
17,000 
20,000 
26,000 


35,000 
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Involved accounting controls have often interfered with 
production. If Sikorsky Aircraft (Bridgeport, Conn.) 
hadn’t washed out its old costing procedures, its heli- 
copters might never have got off the ground. 

Sikorsky’s labor costing problem was complicated by the 
question of experimentation and modification costs. To 
support its costs on government contracts, the company 
needed a more detailed breakdown on labor operations. 
McBee Keysort job-time cards, by squeezing vast cost- 
ing volume into compact and varied reports, now give 
Sikorsky the facts . . . completely, accurately, promptly. 
Over 4,000 Keysort job-time cards are processed each 
day to produce weekly status reports and monthly sum- 
maries on both direct and indirect labor costs. Keysort’s 
ingenious numerical coding system gives the cards an 


MAIL THIS COUPON TODAY 


THE McBEE COMPANY 
295 Madison Avenue, New York 17, N. Y. 

Please send me the Sikorsky story ‘‘How to squeeze 
labor costing volume into compactness.” 


Firm___ ae _ 
Address 


City Zone State ae 





Does cost accounting keep you tied down ? 


amazing capacity; tens of thousands of part numbers are 
coded on a card only seven and a half inches long. 
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‘“Keysort has remarkable capacity and flexibility,” says 
Sikorsky Management, “and it’s simple to train and filter 
new personnel into the procedure. Various functions are 
readily interchanged by regular office workers.” 


For full details on the Sikorsky story, mail the coupon 
below. Or better still, ask your local McBee representative 
how McBee can help in your own business. 


THE McBEE COMPANY 


Sole Manufacturer of Keysort—The Marginally Punched Card 
era 295 Madison Avenue, New York 17, N. Y. 

1 Offices in principal cities. The McBee Company, Ltd., 

11 Bermondsey Road, Toronto 13, Ontario. 





(Circle 639 for more information) 








of college standards and facilities, en- 
rollment figures, variety in curricula 
offered, individual course content, 
guidance policies, and any other de- 
velopments on the campus that will 
help give us greater understanding of 
the young men who seek careers with 
us. Conversely, we think they will 
benefit from receiving news of our cur- 
rent business problems and happen- 
ings. 

The same principle applied to your 
own company would enable colleges to 
include mention of important improve- 
ments in your industry in their courses 
of like specialty. ‘They would be able 
to advise seniors more accurately about 
employment prospects with you and 
provide them with better information 
on a variety of subjects that you may 
wish to be drawn to the attention of 
such a group. 

2. Prepare and distribute an attrac- 
tive brochure in which the work and 
opportunities of each of our depart- 
ments is included, emphasizing the 
participation of young men and preva- 
lence of young ideas in the company. 

3. Send to each on the list, press re- 
leases of newsworthy telegraph im- 
provements as they are developed or 
perfected. 

4. Place faculty members who teach 
communications subjects in Electrical 
Engineering on the subscription list 
for the company’s quarterly research 
publication, and send to the usually 
non-technically-minded placement off- 
cers and vocational guidance counselors 
each issue of our general employee 
publication, our annual report, and 
special bulletins of interest. 

5. Facilitate frequent and closer con- 
tacts between our management people 
and the school faculties by encourag- 
ing student tours to our larger offices, 
and by persuading company specialists 
to be more active in delivering talks 
and papers at colleges when suitable 
opportunities are presented. 

6. Plan gifts to the school labs of ex- 
pendable or recently obsolescent equip- 
ment such as superseded working mod- 
els, replaced laboratory equipment, or 
even a few of the most recent models 
if they can be spared. 

All of the above policies probably 
have their counterparts within your or- 
ganization. 
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If you are determined to overcome 
difficulties, you will find that your com- 
pany can accomplish much, despite the 
ever-increasing competition among in- 
dustries for qualified men. 

Many plans for stimulating our re- 
cruitment program had to be discard- 
ed when it became evident that the ex- 
penses involved were more than we 
could afford. 

However, the policies we did accept 
and the action we took, though not 
costly, proved fruitful. 


The new plan is working 


The results, thus far, have been good. 
One of the best rated Southern tech- 
nical colleges was moved to include 
telegraphic techniques in an Electrical 
Engineering course that had previously 
ignored our means of communication. 
A Midwestern state university asked us 
to rewrite and bring up-to-date their 
syllabus which was teaching obsolete 
record communications. Several of the 
top Ivy League universities went out 
of their way to arrange good interview- 
ing schedules for our representative 
when he visited their campuses, display- 
ing an interest that has not been com- 
mon during the last few years when 
placement offices have been “in the 
driver's seat,” except to receive with 
fuss those few companies who may have 
been hiring in large numbers at the 
same schools for many years. Scores 
of enthusiastic letters from academi- 
cians all over the nation reached us 
praising our interest in fostering good 
relations between industry and the col- 
leges, an area which many companies 
have sorely neglected. In general, our 
name has started to stand for some- 
thing better on the training grounds 
of our future executives. 


Hiring policies Effected 
This better relationship between 
Western Union and the colleges has 
had a great effect on our actual hiring 
practices and in our results. 
It has definitely resulted in our 
being able to hire more of the men 
we needed than we could otherwise 
have hired. 
Men who come with us are better 
informed about Western Union than 


were their predecessors on arrival. 
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Also, they are more likely to have a 
definite and sincere interest in our 
particular kind of work. 

Advance knowledge of the specific 
problems and challenge of our work 
is attracting more men of greater 
ability—men that we formerly lost to 
some of the biggest or best paying 
companies. 

The guidance counselors at the 
placement offices think of us increas- 
ingly in their unsolicited referrals 
of alumni who wish to make a 
change or who are just being dis- 
charged from service in the armed 
forces and are looking for a good 
opportunity. 


Trick to the Trade 


Regarding new hiring techniques 
we have learned as a result of our ex- 
periences in setting up this program 
are some things which you might well 
consider for adoption in your own or- 
ganization: 

1. Send a young man out on recruit- 
ing visits—one who is still close enough 
in age and expression to the ways of the 
campus to talk to the boys “in their 
own language.” It also points up 
to the interviewees the confidence that 
your company has in assigning respon- 
sibilities to a young man, such as choos- 
ing members of the future management 
of the company. 

2. Make sure you are selling the 
most desirable features of your job op- 
portunities. We always thought in 
terms of our Company’s name, history 
and reputation as a drawing card. Ac- 
tually, we found that our job locations 
in the heart of the biggest cities, where 
many of the young men could study 
toward advanced degrees during the 
after-business hours, was one of our 
chief attractions. Employment secur- 
ity and allowance for full-time, part- 
time, summer, or service experience in 
determining starting rates, where prac- 
ticable, were other good inducements. 

3. Cut as much red-tape as possible 
from the employment procedure. If it 
can be worked out, give the initial in- 
terviewer authority to make a binding 
offer to be used especially when he 
feels that further interviews or time 
spent in waiting for approvals might 
lose a good man. 


4. Play-up the progress of alumni of 
the respective schools who have made 
good in your company. 

5. Become acquainted with the pre- 
ferred dates for interviews at the vari- 
ous colleges, as they vary considerably, 
and “hit” each one as close to the best 
time as you can make it. 

6. Use an eye-catching sheet for the 
bulletin board notice at the schools that 
will announce the date of your visit 
and list your job openings. Merely the 
addition of a little color will make your 
company’s publicity stand out among 
the rest and thus attract, potentially, 


a greater number of applicants. 

Summarily, though we are not the 
oldest, nor the largest, nor the highest- 
paying, nor even the most successful 
company doing college recruiting, we 
are operating much more effectively 
than in the past at a time when great 
competition has prevented most com- 
panies from doing as well as had been 
their custom. We believe our improve- 
ments stem directly from the fresh look 
we took at our situation and the forth- 
right, custom-made (yet inexpensive) 
program we established to help our- 
selves. m/m 
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Released by 
RKO-Radio Pictures. 


> 


L Fibure 
VERTICAL 
SORTERS” 


TS SOEASY 
LET US SHOW YOU 


mc 


é 


; 





— 


M writE NOW FOR FREE 
DESCRIPTIVE LITERATURE 


CORPORATION 
CEDAR RAPIDS, IOWA 
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FIRST REAL ADVANCE 
IN PAPER TRIMMERS 


IN 70 YEARS 


Gestetner trimmer 
clamps and cuts 





in one 
operation 


Here at last is a trimmer that holds 
the paper firmly, automatically... 
and cuts on a straight line! Takes up 
to 25 sheets of 14” x 18” paper. 
Entirely safe to use —the blade can- 
not drop. For details, and name of 
your nearest dealer, send the coupon 
below to Gestetner Duplicator 
Corp., Dept. 18, 50 McLean Ave., 


Yonkers 5, N. Y. 


Made by the makers of the 
world-famous Gestetner Duplicator 





Geilelnurr- 


wy f 


Be sure to see the 
new Gestetner 260 
Duplicator with Con- 
tinumatic Inking— 
continuous, auto- 
matic ink application 
from a tube. Clean- 
est, simplest duplicat- 
ing ever — cuts the 
cost of forms, bulle- 
tins, reports in half! 





PARTS AND SERVICE FROM COAST TO COAST 


Name 











Company 





Address 





City, Zone, State 
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ms Selling company stock 


to employees creates more problems 


than it solves. If the men want to 
own stock, let them buy it on the open 
market like everyone else,’ savs the 
president of a company making radio 
and television sets. 

“Stock sales to employees promotes 
thrift, and an understanding of how 
our business is financed. It gives a 
man a sense of identification with the 
company,” says the vice-president in 
charge of personnel of a public utility. 

Depending upon the nature of your 
business, one of these views makes 
sense for your company. 

While opinion about selling stock to 
workers varies from company to com- 
pany, top management, in those com- 
panies that approve, feels that giving 
the employee equity in the company he 
works for will make him feel a part of 
the enterprise. Ownership will increase 
his interest in the welfare of the firm, 
and a better understanding of its pol- 
icies will be engendered. The idea is 
to improve employee relations by dem- 
onstrating management’s willingness to 
provide a “stake” in the business— 
through a  management-supervised 
stock-purchase plan. 


Employee Attitude on Fluctuation 


The most frequent objection voiced 
by those who disapprove of  stock- 
purchase plans stems from the nature 
of common stock: its tendency to fluc- 
If the 
stock falls after it has been purchased, 


tuate with market conditions. 


the employee is resentful. He blames 
management for bad counseling. On 
the other hand, if the stock skyrockets, 
he may sell out. Although he might 
feel thankful to his employer for the 
windfall, he no longer retains an 
equity—which was the reason for sell- 
ing him the stock in the first place. 
Some corporate managements ques- 
tion the basic premise—that any sense 
of participation is experienced by the 
employee. They feel the small amount 
of stock an employee is able to buy 
doesn’t really give him a feeling of 
ownership and control of company pol- 
icy. On the contrary, his inability to 
influence management decision leaves 
him with a sense of frustration. 
Advocates of employee stock pur- 
chasing feel it affords an excellent 
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supplement to existing pension or re- 


tirement plans. Since stock values 
normally rise with the cost of living, 
they act as a hedge against inflation. 
Further, the plans encourage employee 
thrift. Dividends are greater than for 
more conservative investments, and the 
worker will hold on to securities for a 


longer period, 


Risk May Threaten Security 


The “anti-plan” faction questions 
the soundness of asking the employee 
to put all his eggs in one basket. Put- 
ting a portion of savings into the stock 
of the company one works for may be 
an unwise concentration of risk. If a 
general recession should occur, the em- 
ployee might wind up without reserves 
of any kind. Often, management feels 
that the risks of price fluctuation and 
dividend income are not well under- 
stood by the average worker, and that 
he should be encouraged to place his 
savings in a more conservative commit- 
ment than stocks. 


Are employee 
stock-purchase 


plans worth while? 


by Irving Smith Kogan 


HERE ARE PRECAUTIONS YOU CAN TAKE 
BEFORE YOU COMMIT YOUR COMPANY 
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Other advantages are claimed for 
stock purchase plans: 
1. They offer management a means 
of explaining to workers how our 
economic system works, and the 
place of the small investor in that 
system. 
2. They restricted 
stock-option plans offered to execu- 


duplicate the 


tive and supervisory personnel. 

3. Wider stock ownership is good for 

business. It means greater perma- 
nence of management and narrower 
price fluctuations. 

Objections to stock plans include: 

1. Employees are not financially so- 

phisticated. Management must edu- 

cate them before it can undertake to 
sell shares. 

2. If an employee needs cash in a 
hurry, can he sell his stock without 
red-tape and without a loss? 

3. The memory of management's 
awkward position in the early thir- 
ties (the stock market crash), is a de- 
terrent to installing new plans now. 
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A recent survey made by the Nation- 
al Industrial Conference Board indi- 
cates that of 76 companies now selling 
stock to employees, 18 are actually 
employee-savings plans with stock-pur- 
chase provisions. 

Comparison with an earlier study, 
made in 1944, shows just how slowly 
the trend to stock plans is developing. 
At that time, only 27 active plans were 
found—87 having been discontinued 
during the thirties. Of the 27 surviv- 
ing plans, 12 were open to all employ- 
ees. [The remainder were for execu- 
tive and management personnel only. 


What Kind of Plan To Choose 

If stock-sales are being considered, 
several types of plans are possible: out- 
right purchase, employee savings with 
stock features, and special plans. 

The plan used by the American 
Telephone and Telegraph Company is 
an example of straight purchase, on in- 
stallments. Employees of three months 
or more are eligible, and can subscribe 
for a maximum of one share for each 
$500 of annual salary. Payments are de- 
ducted from the employee’s pay check 
in installments of $5 per share per 
month. When the total reaches $20 
less than the prevailing market price, 
the stock is issued. The employee is 
free to cancel his subscription at any 
time during the accumulation period, 
and his money is returned with inter- 
est. Of A.T. & T.’s 700,000 employees, 
29% are now stockholders. 

Savings plans usually involve a trust 
fund, to which both employee and 
company contribute. The fund buys 
company stock, and credits it to the 
employee’s account. Actual possession 
takes place in from one to five years. 

Many variations and special plans 
are in use. Procter and Gamble Co. 
has had a plan for more than a half- 
century in which special dividends are 
paid to employee-stockholders. ‘The 
amount of the dividend depends on 
the year of participation. Sears, Roe- 
buck & Co. employs a_ profit-sharing 
trust which holds about one quarter 
of the company’s common stock. While 
employees profit handsomely, they do 
not actually hold title to the stock. 
The Dennison Manufacturing Co. uses 
both voting and non-voting common 
stock. ‘The voting variety must be con- 
verted when an employee leaves. 
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Some Sensible Precautions 


It is obviously impossible to gen- 
eralize on the advisability of establish- 
ing a stock purchase plan. Conditions 
within a company, and the provisions 
of individual plans, in large measure, 
determine success or failure. However, 
some precautionary areas can be staked 
out, 

To be successful, your company’s 
stock should be a desirable investment. 
At the time stock is sold, stable earn- 
ings should be expected in the fore- 
seeable future. ‘There should also be 
a good chance that price will remain 
fairly constant. 

Try to incorporate installment buy- 
ing—perhaps over a 2 to 3 year period. 
Employees should be free to withdraw 
from the plan during the installment 
period, before the stock is actually is- 
sued. Whether interest should be paid 
on monies paid into the plan before 
withdrawal is a matter of individual 
policy. 


Special Inducements To Purchase 

Offering stock to employees at mar- 
ket price is not much of an induce- 
ment. Stock should be priced below 
market level, offered as a bargain. In 
this connection, most plans call for the 
issuance of treasury stock so that the 
price can be controlled. Employees 
should be limited in the number of 
shares they can purchase in any one 
issue. 

By tying the number of | shares 
which can be bought to annual salary, 
for instance, you will avoid undue bur- 
dens on moderate salaries. Further, 
there will be no tendency to immediate 
resale when the stock is finally taken. 

By all means, leave the employee 
free to make up his mind on participa- 
tion. Do what you can to explain the 
features of the plan, and answer all 
questions. Literature available from 
brokerage houses might be helpful on 
this score. But do not exert pressure. 
If an employee feels distrustful, in spite 
of your educational efforts, he is prob 
ably better off not owning stock. 


As a final consideration, obtain com 
petent legal and financial advice. Clear 
your plan with the Bureau of Internal 
Revenue, and State and Local tax 
authorities before going ahead. m/m 










NEW BOOKLET 


Now, by Pushing Buttons dictating and 
office correspondence bottlenecks can be 
reduced or eliminated entirely. The 
Auto-typist method of automatically 
typing pre-composed letters will not only 
reduce typing time, but more than double 
correspondence output and efficiency 
without requiring extra typists. 


The Personal Touch—Well over half of 
general office correspondence is routine. 
Order acknowledgments, answers to in- 
quiries, promotion letters and the like 
that must be manually typed, can be pre- 
pared by Auto-typist 21 times faster 
than any typist, and without error. Yet 
they are as personal as your signature. 


Simple, Easy to Use — Salutations are 
manually typed. Then by pushing the 
button or buttons that correspond to the 


“How to Use Automatic 
Typing in Your Business” 





Explains the Many Ways 
Auto-typist Can Serve You 


Pros 


= 


New Auto-typist Model 30-54 
has 30 push buttons for 
automatic selectivily of 

30 letters or paragraphs. 


letter desired, Auto-typist takes over and 
types it. Manual insertions of personal 
data can be made in any part of the let- 
ter. No proofreading is necessary and 
you get perfectly typed letters every time. 


Large or Small offices can benefit by 
Auto-typist, for there is a model to suit 
your particular needs. Hundreds of busi- 
nesses, such as banks, insurance compa- 
nies, stores, industries, publications and 
small 1-girl offices, are using Auto-typist 
equipment efficiently and effectively. 
Why not get complete information today 
on how Auto-typist can benefit your 
business. 


Awio-iypist 





AMERICAN AUTOMATIC TYPEWRITER CO; 






Mail AMERICAN AUTOMATIC TYPEWRITER CO. M-10 
614 North Carpenter Street, Chicago 22, Illinois 
attached coupon Please send me booklet on ‘*How to Use the Auto-typist.’’ 
$ Y for Name 
plete Company and Title 
information on ae 
Automatic Typing City Zone State 
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(Circle 606 for more information) 
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Established 1918 “a 
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RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 





PRICE INCLUDING 
NEW TELEscopic 
EYEGUIDE 


TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 
fape to 20 inches. 


fi | 
{ ao . te a 
EYEGUIDE CONTRACTED 














EYEGUIDE EXTENDED 


FREE TRIAL OFFER Write, asking us to send youa 
RITE-LINE Copyholder with the understanding you may 
return it without charge within ten days. 


RITE-LINE CORP, '025—!5th Street, N. W. 


Washington 5, D. C. 
(Circle 654 for more information) 
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How fo find your 


Break-even point 


HERE IS A _ SIMPLE 


es Your break-even point 
can be an elusive thing. 

Many a businessman has been lulled 
into a sense of well-being, while watch- 
ing his sales curve rise, only to later 
learn, unhappily, that his break-even 
point followed the sales curve. 

Part of this difficulty of recognizing 
the break-even point stems from the 
nature of conventional financial 
ords. Essentially, financial statements, 
like a balance sheet 
profit and loss, are a history of bygone 
events. They are simply an extension 
of the bookkeeping function, which 
lists the outgo and in-flow of funds as 
they take place. 

Because records of money flow are 


bs oe 


or statement of 


kept, and information for compiling 
financial statements is always available, 
the two have become a common de- 
nominator for all firms, in all indus- 
tries. This has 


universal acceptance 


INCOME-EXPENSE GRAPH YOU 


caused management to develop a sys- 
tematic method for analyzing such 
statements both as a means of working 
out current decisions and as a guide 
to future action. But despite their wide 
acceptance, business trends within an 
organization be determined 
from them without some difficulty. 
This is especially true of problems 
dealing with forecasting, budgeting, or 
control of operations. 

In contrast to normal accounting 
procedures, the break-even chart pre- 
a convenient 
graph and offers a useful tool for pre- 
dicting future trends. Originally de- 
veloped by the late Professor Walter 
Rautenstrauch of Columbia University, 
and successfully applied by the consult- 
ing firm of Rautenstrauch & Villers, 
the chart is sufficiently flexible for a 
variety of individual needs, 

Break-even charts 


cannot 


sents financial data as 


are constructed 


CAN PUT TO USE 


IN YOUR OWN ORGANIZATION 


using cost elements and income figures 
found in books-of-account. 
Before applying them, however, costs 
must be broken down into their fixed 
and variable components. Obtaining 
the constant and variable proportions 
of costs is the only requisite for an ac- 
curate and successful break-even chart, 
and a general guide to obtaining them 


company 


follows. 

Fixed costs are those which cannot be 
changed without altering the basic 
operating structure of the company. 
They remain the same whether your 
plant runs at capacity, or closes down 
for a week. For a typical business they 
might be rent on long leases, insur- 
ance, depreciation charges, or mortgage 


interest. For another business, de- 
pending on its nature, they could be 
maintenance, heat, light, power or 


similar items budgeted on an annval 
basis. 
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Variable costs, as their name implies, 
increase or decrease automatically with 
sales or production. Likely items are 
materials, direct labor and sales com- 
missions. 

setween the two, in what has been 
called the “area of executive decision,” 
is another type of constant cost called 
“regulated.” Management policy sets 
the expenditure for this category—ad- 
vertising, research, high-ranking sal- 
aries, traveling expenses, etc. Existing 
only at the discretion of management, 
they can be regulated to meet changing 
conditions. As will be seen, these costs 
afford an effective lever for controlling 
your break-even point. 

Figures 1A, 1B and 1C show the de- 
velopment of a break-even chart for a 
hypothetical company: your company. 
Let us assume that when sales are 
$900,000, your company has constant 
costs of $300,000 and variable costs of 
$4150,000—leaving a profit of $150,000 
(Figure 1A). 

Figure 1B is the break-even graph, 
with dollars of sales laid out along the 
horizontal axis, dollars of expense 
along the vertical. If both scales are 
plotted in identical increments, a 45° 
line drawn through the zero point will 
be the locus of all break-even points. 

Figure 1C is the graphical record of 
total company operations. Where the 
sloping “total expense line’”’ crosses the 


15° line is your break-even point for 


i ML SOLA CIEE. Sa Sal R INS oe 7 Thea in PR te AERA NEO SFP ve UTD 


the assumed conditions. At $900,000 
sales, the dollar value of fixed costs is 
A, of variable costs is B and total profit 
is C. 

Having found your break-even point, 
you naturally wish to improve your 
market position by lowering it. You de- 
cide to reduce all traveling expenses 
50% for one year. Figure 2 shows the 
result. If the policy is adhered to, your 
company will now break even at $500,- 
000 sales. Dollar increase in profits is 
shown at A. 

The converse is demonstrated in 
Figure 3. Management decides to en- 
gage in more product research, pay a 
bonus, or add to physical plant. Each 
moves the break-even point upwards. 
By laying off the contemplated ex- 
penses A, B and C on the vertical axis, 
and drawing new lines of total expense 
parallel to the first, the effect on your 
break-even is shown. 

Admittedly rare in this era of rising 
costs, your company’s break-even point 
is lowered when a supplier reduces the 
price of materials supplied to you. On 
the graph of Figure 4, point B.E.2 
shows the new break-even. More likely 
is point B.E.3 an upward shift when 
the cost of material is increased. Con- 
sequent effect on profit is read as be- 
fore. (To offset either of these, you 
could change the price of your prod- 
uct, or trim regulated expense). 

Your company decides to change its 
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It counts a lot... 
where it’s needed! 


Thousands of firms, in many different lines 
of business, use the Tickometer to count sales 
slips, coupons, tags, invoices, tickets—practically 
anything made of paper. Wherever they use it, 
they find that it not only saves the time and 
work required by hand-counting—but makes 
results available eight to ten times faster. And it’s 
so accurate, thousands of banks use it to count 
currency and checks. 


The Tickometer can be optionally equipped 
to mark, imprint or “rubber stamp’, while 
counting. Food and drug firms, for example, use 
it to code product labels. Others use it to date- 
stamp and endorse checks and other items. 


Rented, rather than sold, the Tickometer 
requires no capital investment. Pitney-Bowes 
service is available from 201 locations, coast to 
coast. Ask the nearest PB office for a demonstra- 
tion or send the coupon for free illustrated book- 
let and folder,‘“Twelve Case Studies of Savings.” 
These case studies show the remarkable results 
achieved in the counting and/or marking of 
paper forms by many Tickometer users. 


= PITNEY-BOWES 


Tickometer 


<>... Counting & Imprinting Machines 


N Made by the originators of 
» the postage meter .. . offices in 93 cities 
in U.S. and Canada. 


PITNEY-BoweEs, INc. 
4536 Pacific St., Stamford, Conn. 


[|] Send Tickometer booklet [| Send case studies 
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Address 
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1 Higher quality— 
* 


lower price 
2 Fast, accurate, 
w easy to operate 


Service 
a immediately 
available 


—seldom required 


SK about our 6 col- 

umn model, capacity 
$99,999.99, with same 
features and construction 
as model illustrated . . 
a full scale Adding-Calcu- 
lator at $225.00. 


PHONE, WRITE OR WIRE FOR 
AN EARLY DEMONSTRATION 


J-T 


COMPUTING MACHINES, INC. 


5 BEEKMAN STREET, N. Y. 38 
Rector 2-0045 
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(Circle 650 for more information) 
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AUTOMATIC 
ELECTRIC 
STAPLER 
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A NECESSITY IN MODERN BUSINESS — ® 


@ Here at last is real 
speed and efficiency in 
stapling! No more lost 
hours ‘‘banging away”’ 
at old fashioned sta- 
plers—acostly, tiresome 
operation. 


Business of all types 
has proved that Stapl- 
a-matic cuts costs up 
to 70%) or more in every 
department where 
stapling is required. 
The fool-proof, instan- 
taneous action leaves 
both hands free for 
work—no levers or foot 
pedals—no motor to 
turn on or off—or to 
wear out. Stapl-a-matic 
staples as fast as work 
is fed to it. Reloads in 
five seconds... no parts 
to remove. 


THE STAPLEX Co. 10 
70-78 Jay St., Brooklyn 1, N.Y. 


0 Please arrange a free demonstration of the 
Stapl-a-matic in my office without obligation 
on my part. 


D Please send me information on Stapl-a-matic. 








Name Title 
Company. Address 
City Zone State 





THE STAPLEX COMPANY 


more information) 
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selling price to help move a large in- 
ventory. Expenses, created at the time 
of manufacture, cannot be changed at 
this stage, hence are shown along line 
CAB, Figure 5. Lower prices have re- 
duced income, point C, and a new line 
of total expense shows the new break- 
even point. If prices are increased after 
goods are manufactured, the shift is 
reversed. Higher prices mean a higher 
gross income, and the total expense 
line passes through point B. 

When there is no time lag between 
manufacturing and selling, or where 
price policy was determined before 
manufacture, an alert management 
would probably have altered company 
expenses. A new chart must be drawn 
to reflect the change. Although the 
foregoing illustrates break-even charts 
applied to total operations, problems 
of a different scope can be handled 
equally well. Where many products 
are made, a chart for each product de- 
termines its contribution to total profit 
and the selling price where each breaks 
even. Charts may be drawn also for a 
division of a business, for each depart- 
ment, for each salesman, or for each 
plant in a multi-plant operation. In 
process industries, it is often desirable 
to use percentage of plant capacity 
rather than dollars of sales for the 
horizontal axis. Whenever a_ business 
has special conditions, the fundamental 
chart can be adapted. 

In their book Economics of Indus- 
trial Management, Rautenstrauch and 


Villers define the break-even chart as 
a graphic portrayal of the relationship 
between income and expense. While 
the chart does offer many advantages, 
they make no claim for precision ac- 
curacy. 

Since all data rests on the initial 
division of cost into fixed and variable 
elements, basic information is at best 
a very close approximation. ‘The chart 
will show broad trends, certainly, but 
it cannot be more accurate than the 
figures used in its construction. Fur- 
thermore, wide variations in the condi- 
tions prevailing at the time of construc- 
tion require a modification of the 
graph to show the changed conditions. 
Finally, some firms may find the task 
of digging out basic information too 
difficult or costly. This may perhaps be 
true where mixed inventorics aie com- 
mon, or where raw material purchas- 
ing for a line of many products is 
centralized in one department. 

On the positive side, the chart 
plainly shows the importance of regu- 
lated expenses—which offers the great- 
est opportunity for control and adjust- 
ment of sales-expense performance. In 
most Cases, aware management has been 
at work on labor and material costs. 
Fixed costs, too, are not easily pruned 
except over long periods. Break-even 
charts draw attention to where quick, 
effective action can be taken. To this 
extent, at least, the chart can be a valu- 
able supplement to other management 
control devices. m/m 
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How to handle the problem of 


“CHARITIES” 


ques Chances are favorable 
that during any week’s time, someone 
comes into your office with their hand 
out. As a responsible citizen, it is your 
desire to give. But it is your duty to 
know who you give to! 

Executives can be relieved of de- 
mands for money from charities, if one 
person, or a small committee, is desig- 
nated to handle all company dona- 
tions. Thus, the personal element is 
removed, and all requests are forward- 
ed to the official “giver.” 

This is more important than it may 
first appear. Often, as a part of fund 
raising drives, business and industry 
leaders are enrolled as campaign direc- 
tors and representatives. It is difficult 
for company executives not to donate 
to the “pet charity” of each top cor- 
poration official who personally solicits. 
It is unnecessary that company giving 
—or an executive’s personal giving 
for that matter—should be dominated 
»y business relationships. If the com- 
pany policy is established that all do- 
nations are handled by one person, the 
individual executive is relieved of pres- 
sure, and company giving can be done 
on a more equitable basis. 


Approved Charities 

Once it has been determined how a 
company will handle its giving, they 
are faced with the problem of whom 
to give to. There are so many char- 
ities worthy of support, that it comes 
to the specific question, “Who will 
make the best use of our money?” 
There is an easy way to find part of the 
answer. The National Information Bu- 
reau (NIB), a non-profit organization, 
investigates and reports on_ philan- 
thropic groups, strives to effect and 
maintain sound standards for the 
groups, and supplies information to 
members as a guide to judicious giving. 
Membership is open to individuals 
and companies, and rates are low. 


The NIB looks upon each _ philan- 
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thropic organization as a public trus- 
teeship, responsible to the public for 
their operations and attainments. NIB 
does not rate religious, fraternal, polit- 
ical, formal educational, and _ local 
community institutions. It does in- 
vestigate such diverse fields as national 
health, youth, veterans, general wel- 
fare, human and race relations, free 
enterprise promotion, conservation, in- 
ternational relations, relief, and_ re- 
habilitation, and varied miscellaneous 
agencies (arts, sciences, sports). 


How a Charity Qualifies 
NIB sets up “Basic Standards in 
Philanthropy,” and each agency is 
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“Better Seating Gave Us 
More and Better Work’ 


SAYS MR. JOHN PADULO 
BUSINESS MANAGER 
THE AMERICAN WEEKLY, 
A HEARST PUBLICATION 





MODEL 15F THE COSCO SECRETARIAL 


v4 
ONLY 


The COSCO SECRETARIAL 
Designed by Seating Engineers 
to Reduce Fatigue — 
Increase Efficiency 











Businessmen are learning that 
fatigue, work-lag and absenteeism 
drop when correct seating is given 
consideration. That's why so many 
are choosing this COSCO Secretarial 
for...Typists, Switchboard Opera- 
tors, Secretaries and Clerks. Here’s 
a posture chair you can adjust 4 ways 
to fit your body, and your idea of 
comfort...in a matter of seconds— 
with no tools. And you sit on a 
foam-rubber-cushioned, saddle- 
shaped seat that’s luxuriously com- 
fortable. Sturdy, all-steel construc- 
tion, one-piece ‘‘FORM-FLO”’ 
base...and bonderized, baked-on 
enamel finish assure its long life and 
lasting beauty. You can choose from 
harmonizing colors of durable 
Du Pont ‘'Fabrilite’’ or Goodall 
“‘Claremont”’ upholstery. For full 
details, mail coupon today. 


*$31.00 in Florida, Texas 
and 11 Western States. (Zone 2) 


Left: 2OLASidechatr. 
With arms, tubular 
legs. $27.50 ($28.50 
in Zone 2). 


Right: 18TA Execu- 
tive chair. Tilting 
seat, with arms, 
drawn base. $47.50 
($49.50 in Zone 2). 


Other models also 
available. 





=-=/ Please attach Coupon to your letterhead ea, 





HAMILTON MANUFACTURING 1 COSCO Office Chairs 
CORPORATION : Hamilton Manufacturing Corporation 
COLUMBUS, INDIANA 1 Devt. MM-9, Columbus, Illinois 
Also available in Canada, Alaska and Hawaii 1! Yes, I should like to have your data on better 
through authorized COSCO dealers i office seating. I am especially interested in: 
! 0 Secretarial chairs 0 Executive 
0 Side chairs chairs 
Firm 
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BETTER SEATING means BETTER WORK : Address 
’ 
" 








City Zone State 





(Circle 629 for more information) 
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Valuable floor space 
lost years 48° in 


thou 


sands of offices 


throughout America. 


Owner 


5 may retrieve 


without charge oF 
obligation. 


Call 


CONSTR 


Art Metal Office Planners have liter- 
ally “found” more space for scores 
of outstanding firms by revising old 
layouts, streamlining work flow. This 
new scientific approach to office lay- 


out creates amazing 


Saves space, Saves time, Saves money. 


UCTION 
COMPANY 


efficiencies — 


ning Service is free! 
ference whether your office is large 
or small. If your problem stems from 
the necessity to move, build, expand 
or modernize an Art Metal staff 
man, trained in office layout, is ready 
to help you plan new efhciencies, 


Remember, Art Metal Office Plan- new economies. 





ART METAL DESKS —‘‘Job 
Planned" to help you get 
more done in less time, with 
less fatigue. Handsome, mod- 
ern in design with inter- 
changeable drawers, highest 
quality construction. 


8 


Makes no dif- 





To get this free service simply call 
your local Art Metal representative, 
and write today for your free copy 
of Art Metal’s nationally recognized 
98-page manual: “Office Standards 
and Planning.” Address Planning 
Service Department, Art Metal Con- 
struction Company, Jamestown, N.Y. 


Theres an Art to Office Planning- 





ART METAL SPEED-FILES —Give 
15% more filing capacity, 
33% more filing speed. Pro- 
vide lowest overall vertical 
dimensions of any 5-drawer 
file having standard height 
drawers with guide rods. 


(Circle 


ART METAL POSTURE CHAIRS— 
Unequalled seating comfort 
working or relaxing. Exclu- 
sive ‘'Tilt-Action”™ seat. ‘‘Live- 
Action"’ back automatically 
provides full body support in 
any working position. 


612 for more information) 








rated on the extent to which it meas- 

ures up to these standards: 
1. BOARD—An_ active” and - re- 
sponsible governing board, serving 
without compensation, holding reg- 
ular meetings, and with effective ad- 
ministrative control. 
2. PURPOSE — A legitimate pur- 
pose with no avoidable duplication 
of the work of other sound agencies. 
3. PROGRAM — Reasonable © efh- 
ciency in program management, and 
reasonable adequacy of resources, 
both material and personnel. 
1, COOPERATION — Evidence of 
consultation and cooperation with 
established agencies in the same on 
related fields. 
5. ETHICAL PROMOTION—Eth- 
ical methods of publicity, promotion 
and solicitation of funds. 
6. FUND RAISING PRACTICE— 
No payment of commissions. No 
mailing of unordered tickets or mer- 
chandise with a request for money in 
return. No general telephone solici- 
tation of the public. 

AUDIT—Annual audit, prepared 

by an independent certified public 
accountant or trust company, show- 
ing all income and disbursements, in 
reasonable detail. New  organiza- 
tions should provide a certified pub- 
lic accountant’s statement that a 
proper financial system has been in- 
stalled. 
8. BUDGET — Detailed 


budget, translating program plans 


annual 


into financial terms. 


The agency under question is  re- 
quired to submit copies of the U. S. 
Treasury ruling covering tax exemp- 
tion status, complete auditor’s report, 
current budget, program reports as they 
become available, and Articles of In- 
corporation, Constitution and Bylaws. 

NIB collates their findings, and _ re- 
ports are usually issued in the form of 
a three page summary pertaining to 
the test standards, and with a short 
“conclusion” in which they either do 
not approve, disapprove, or approve 
the agency. 

If you would like further informa- 
tion on NIB and a free copy of a 24 
page booklet, GIVER’S GUIDE, write 
to: National Information Bureau, Inc., 
205 East 42nd Street, New York 17 
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experts 


THIS MONTH'S EXPERT 


Paul L. Mitzner 
Director of Personnel 
State Farms Insurance 

Companies 
Bloomington, Indiana 


Mr. Mitzner’s article is par- 
ticularly pertinent this month 
because of the recent contro- 
versy aroused by the Mutual 
Security Administration’s use 
of testing to decide which em- 
ployees were to be released as 
a result of the personnel cut- 
back. Many 
demned the practice. 


experts = con- 
Advo- 
cates of aptitude testing point 
out that the method is but 
one yardstick, — particularly 
after a person is already em- 
ployed. 


Mr. Mitzner describes the 
procedures followed by his 
company in setting up test 
batteries to be used in the se- 
lection of personnel. 


This material was originally 
prepared for a presentation at 
a Conference sponsored by the 
susiness Management Service 
of the University of Illinois. 
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The use of personnel tests 


in selecting white collar workers 


MEASURING JOB CANDIDATES AGAINST YOUR PRESENT EMPLOYEES 


ee) March, 1949, the 
State Farm Insurance Companies began 
a series of studies in psychological test- 
ing for the purpose of improving the 
methods of selection, placement, trans- 
fer, and promotion of employees. The 
program was planned in consultation 
with Dr. Frank J. Holmes of Illinois 
Wesleyan University. 

As a first step, an anal\sis was made 
of the majority of our clerical jobs, in 
order to determine the duties and re- 
sponsibilities required, Persons work- 
ing in these jobs at the time were ad- 
ministered a series of tests and per- 
sonality measures. Persons newly em- 
ployed were also tested and followed 
up, since they were placed by methods 
in Operation pricr to the use of tests. 
All test scores were then compared with 
the appraisal scores, which are the 
supervisors’ ratings of an employee’s 
job performance. In this way, test 
scores related to successful performance 
were statistically determined. ‘Termina- 
tion records were examined, and the 
relationship of test scores to length of 
job tenure and the reasons for termina- 


tion were obtained. 


What Tests Are Given 


A battery of 6 tests was found to be 
most applicable to the jobs within the 
companies. ‘This battery is given as one 
of the regular procedures in the selec- 
tion and placemcnt of all clerical em- 
ployees. 

The regular State Farm battery con- 
sists of the Wonderlic Personnel Test, 


which measures learning ability, and 
a group of tests constructed by Dr. 
Holmes specifically for the jobs within 
the companies. 

The total Wonderlic score is broken 
down into a word and number score, 
to indicate whether a person reasons 
more easily along verbal or numerical 
lines. In other words, a verbal person 
might be placed in something like 
correspondence, and a numerical per- 
son might be placed in the bookkeep- 
ing areas. 

Other tests designed especially for 
our company include: 

a. General Clerical test—designed to 

measure the ability to work with 
a complicated set of directions, 
and the ability to change pro- 
cedure under pressure. 


— 


. Cancellation test — designed to 
measure perceptual speed, and abil- 
ity to pick Cetails from a mass of 
material, to mark this material, 
and to record the number of items 
marked. 

c. General Knowledge test 





a meas- 
sure of how much people know or 
read about sports, amusements, 
slang, and other knowledge not 
directly related to the job. This 
is considered to be a good test for 
supervisors. 

Typical 


Submission 


= 
— 


Reactions Ascendance- 


a tailor-made meas- 





ure of a preference for assuming 
leadership and responsibility, self- 
assertion, and _ self-expression. 

e. Typical 


Reactions Extroversion- 


Introversion: a tailor-made meas- 
ure of one’s preference for working 
with people and a responsiveness 
to them, in contrast to working 
with ideas or things. In order that 
we might visualize the abilities and 
personality traits important to the 
performance of each job, a profile 
is drawn up for each type of em- 
ployee. 

The profile would show that for a 
clerk-typist, the abilities close to aver- 
age for the company are shown by the 
efficient workers, These people are 
slightly higher in word than arithmetic 
ability, lowest in formation, and highly 
typical of the company in personality. 
In clerk-typist jobs, learning ability and 
clerical ability were found most closely 
related to job performance. 


Employment Procedure 


With this profile (and profiles for 
other jobs) available, the employment 
interviewers give to the department 
head a copy of an applicant’s test pro- 
file, along with other information ob- 
tained during the interview. In_ this 
way, the department head can make 
a more reasonable decision as_ to 
whether he wants to add this appli- 
cant to his work unit. 

The relationship of abilities and per- 
sonality to job performance in clerical 
areas of all three of our companies may 
be summarized as follows: 

1. Increasingly more complex jobs 

require higher learning ability and 
clerical ability. laeut page, please) 
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eS 
ALL ELECTRIC **“COLOR-CODE”’ H 


ApEco 


SYSTEMATIC 
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Makes photo-exact copies of anything typed, written, 
printed, drawn or photographed in any color or black and white. 


Now make photocopies in color! The amazing 

Apeco Systematic Auto-Stat makes a dry photocopy in red, 
blue, green, yellow or any other color — 

including black and white —in less than 45 seconds. 

Now —“‘color-code” orders, invoices, letters, etc. — 

speed up order filling and office procedure—save filing time! 
This lightning-fast copying machine prints from any 
original up to 11” wide, any length, whether printed on 
one or two sides opaque or translucent paper... 

all automatically, Finished copies are ready for instant use. 
Save up to 80% on copying cost by eliminating costly 
re-typing, hand copying, checking and outside 

copying service. Offers even greater savings in increased 
business efficiency. 


$O LOW cOosT! 


A complete Apeco Systematic Auto-Stat installation 
is priced well within the budget of even the smallest firm 


Increase office efficiency 
with copies in any color for 
immediate recognition, fast- 
er filing, speedier handling. 


PRE-PRINTED COPIES 
FOR SYSTEMS USE 





° Methods experts acclaim new 
pre-printed Auto-Stat copy 
system offering simplified 
office record procedure tail- 
or-made to your particular 
needs. 





American Photocopy Equipment Co. Dept. MM-10 
2849 North Clark Street, Chicago 14, III. 






; Please rush me, without obligation, your factual report on office 
copying. | understand this free booklet pictures and tells the 
2 complete Auto-Stat story and shows how | can use Apeco 
g Auto-Stat in my office. 
Name___ ; 
& ae . 


ERS 
me eee ies ree) mk GUE HE OU Ge A 
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2. Different jobs at the same level 
require extremely different pat 
terns of ability and personality. 

3. Workers may be either under- 

qualified o1 yverqualified fon the 


job to which they are assigned. 
This leads to inability to learn the 
job and perform effectively, or to 
boredom and discontent, which 
leads to termination or discipli 
nary problems. 

1. The percentage of terminations in 
a particular job, the length of 
service before termination, and the 
type of reason given for termina- 
tion are related both to ability and 
temperament. In general, we may 
make the tollowing comments: 

a. Personnel with appropriate abill- 
ties but who are highly ascendant 
and extroverted tend to terminate 
after 6 months. 

b. Suitable persons with highly as- 
cendant but low extroverted per- 
sonalities tend either to terminate 
or to receive poor performance 
records. 

c. Personnel of average ascendance 
and extroversion tend to continue 
with the company and_ receive 
high performance records. 

d. Personnel who are suitable, but 
are low in ascendance and high 
in extroversion, tend to. stay 
longer than six months, yet 
terminate for marriage,  preg- 
nancy, or other uncontrollable 
reasons. 

e. Unsuitable, submissive,  intro- 

verted persons tend to continue 

with the company, but are rated 
low in job performance. 


Performance Influences Continuance 


State Farm’s expericnce with testing 
can perhaps best be summarized by a 
description of our study of some 300 
field claim adjusters who have attended 
training schools in the home office dur- 
ing the past 214 years. Our field ad- 
justers are in the majority of cases a 
professional group of law graduates. 
To our regular State Farm test battery 
we added a variety of measures of 
ability, motivation, temperament, and 
interest. Performance records for 140 
of these men are now available, and 
the relationship has been established 


between some of the measures used and 
job performance and job continuance. 

The sivotlanties and differences in 
the perfo.::ance of men who have suc- 
cessfully passed the training course and 
probationary period of 6 months and 
the men who terminated either during 
the training period or shortly after 
entering the field were shown. 

Successful men are above average 
for the company in all measures. They 
are particularly high in Word Ability, 
Gencral Knowledge, and Ascendance. 
Chey are lowest in Arithmetic, Clerical, 
and Perceptual Abilities. This should 
be expected of law graduates. 

OL particular importance, however, 
is the distinct difference in clerical 
scores between successful and termi- 
nated men. This would lead us to be- 
lieve that the clerical aspects of the 
job are distasteful to some of the men, 
or that they are incapable of master- 
ing them. In fact, use of the clerical 
and perceptual tests will enable us to 
eliminate approximately 55% of all 
potential terminees at the time of se- 
lection. 

The battery which will eventually 
be used as a pre-employment selection 
aid will include only those tests which 
show a significant correlation between 
job success and the scores on the tests. 
The validation study on the tempera- 
ment and motivation tests is not yet 
completed. 

The field adjuster battery will be 
administered in the field by claim per- 
sonnel whose responsibility it is to re- 
cruit and select new adjusters. A kit 
will be furnished to them, which will 
contain instructions for proper ad- 
ministration of the tests, scoring keys, 
and a typical profile for the job. Thus, 
the “can do” qualities assessed by the 
tests, plus the information derived 
from the personal interview, will aid 
in making a wiser selection of new 
personnel. 


Numerical Typing Test 

Study and research in testing at State 
Farm is conducted on a continuous 
basis. For example, in response to a 
demand from the division managers 
for policy typists proficient in the use 
of the numerical keys of the typewriter, 
an effort was made to discover a test 
which would establish whether a typist 
applicant had this skill. (next page) 
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copy any size form 
with COPYFLEX 


ae 
ryt Pi dedi 
pasensenser™* 





The desk-side Model 14 COPYFLEX machine copies anything typed, 
printed, written or drawn on ordinary translucent paper. In seconds, 
it gives you a direct, errorproof, ready-to-use, black-on-white, diazotype 
copy. It handles any size office form from a big accounting worksheet 
to a small memo. Copying cost averages less than 2¢ per sq. ft. No ex- 
hausts, dark rooms, messy inks or stencils are needed. 


COPYFLEX “ENGINEERED PAPERWORK”’ 
SAVES RAILROAD $78,400 A YEAR! 


Everywhere, companies large and small are cutting costs by engi- 
neering their paperwork with Bruning Copyflex. 

For instance, a major Eastern railroad* turns out 16,000 copies of 
way bills every hour with Copyflex, thereby cutting paperwork costs 
by 40%, saving $78,400 annually — in a single billing operation. 


A leading distributor gets invoices 
out on time with only half the office 
force formerly needed. 

A bank saves $10,000 a year by 
engineering paperwork in its trust 
department. 





cmon nee ee ee — 
| CHARLES BRUNING COMPANY, INC. | 
4700 Montrose Avenue Chicago 41, Illinois 
l [] Send me free booklet on COPYFLEX 14. 
| [] Show me how I can use COPYFLEX in | 
| _ ______ paperwork. | 
| l 
| SET io! 8. 6.512 66 -bbe be ne W sod SAA | 
ED. S45 clean 6:6 Ge aes kk aa een ees 6 
| TCL. AWE Ab se VE hd CW SS. 0A RA RDO wee eeee.e | 
| | 
| Nata alk alg 40:6 0816's 6m pO Se. Se | 


be es es eee «Offices in Principal Cities Dept_M 103 J 


An insurance company _— saves 
$100,000 annually with Copyflex. 

And there are many more examples 
of the way Copyflex can cut costs by 
engineering paperwork for billing, 
accounting, purchasing, general 
copying and systems. 

Start your efficiency program now. 
Send the coupon today. 

* Name on request. 


BRUNING 


Today’s Paperwork Engineered 
with Jet-Age Speed 
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personnel tests continued 





Set For 


STATE PARM NUMERICAL TYPING TEST 
Set Left Margin 
Double Space At 13 
WHEN SIGNAL IS GIVEN... « 


TYPE THE FIRST SET OF NUMBERS SUCH AS 95-510-851 . 


Set Tabular Stops At 
25 37 4&9 and 61 





PRESS THE TABULAR KEY TO MOVE THE CARRIAGE OVER . 





TYPE THE NEXT SET OF NUMBERS SUCH AS l-891-267 . 





PRESS THE TABULAR KEY AGAIN AND SO ON TO THE END OF THE LINE . 





THEN BEGIN THE NEXT LINE AND CONTINUE COPYING 
EACH LINE UNTIL YOU ARE GIVEN THE SIGNAL TO STOP . 














z 





95-510-851 -891-267 79-412-527 44-506-769 17-945-622 
56-098-865 26-690-753 42-176-19k 31-022-730 38-542-113 
51-031-314 26=219-178 36-76-097 18-232-830 79-969-178 
50-620-2h3 26-640-153 57-930-665 19-973-999 58-226-375 
10-12h-91h 20- 361-522 30-465-513 40-180-666 50-732-077 
4)9-260-975 22-270-835 91-280-39k 11-290-7h6 53-300-010 
41-902-010 22-301-920 78-7 36-930 13-529-2h0 864-579-350 
41-310-078 24-05-6457 4,3-811-021 80-76)-385 89-238-,00 
20.9AG=):7): : m2 0 ee yB-Bee 
ie a ai ee 
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A PORTION OF THE TYPING TEST AT STATE FARM 


After contacting the commercial de- 
partments of our local high schools, 
various typewriter concerns, educa- 
tional publishing houses, and_psycho- 
logical testing agencies, we learned that 
the type of test needed was apparently 
not available. Dr. Holmes, therefore, 
designed a test lor our purpose. 

This test was given to the third 
semester typing students in our local 
high schools. ‘Vhen the policy typists 
in our own auto and fire companies 
were administered the test, rated by 
their supervisors, and a comparison was 
made between their job performance 
and test performance. The results 
clearly indicated that: standing in job 
performance and standing in typing 
ability using numbers are closely re- 
lated. ‘The numerical typing test is a 
five-minute test, providing a total of 
1000 numbers. The test carries its in- 
structions at the top. The test is scored 
by counting 10 strokes for each set of 
numbers correctly typed. The score is 
read as the total number of strokes. 
For example, a typist who types 45 sets 
correctly will have a_ total of 450 
strokes. This will give an average ol 


90 strokes per minute, for a 5-minute 
test. If only part of a set is typed, the 
number of strokes is counted. If any 
one stroke is incorrect, the full num- 
ber of that partial set is deducted from 
the total. 

The employment division is ad- 
ministering the new test to policy typist 
applicants as a matter of record at this 
time. This information will form the 
basis for further validation of the test, 
either as a pre-employment. selection 
aid or a training device. 

In short, the State Farm Insurance 
Company is very interested in testing 
as a means of improving the chances 
of personnel selection. ‘To date, results 
have been very encouraging. m/m 
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information 


about keyed editorial and 
advertising material in this issue? 


Circle the key number, or key num- 
bers, on the Reader Service Card 
and fill in your name, address, etc. 
Postage is paid. 
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Thought Starters come from our read- 
ers, for the most part. Each one deals 
with a “practical solution to a management 
problem.” The Editor invites contribu- 
tions—which are paid for at our normal 


space rales. 
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Maintaining title 
to brand names 


Legally, it is the responsiblity of the 
trade mark or brand name owner to 
protect himself. Formica, the brand 
name of a laminated plastic, is one of 
those faced with the problem. Accord- 
ing to F. C. Walter, Sales Manager of 
the Decorative Division, the Formica 
Company has pursued a vigorous cam- 
paign for the past five years to keep 
the name “Formica” from becoming 
generic. While no definite budget has 
been set for this purpose, they have 
expended quite a bit of money in that 
direction. 

The basic promotion piece used by 
Formica is a reproduction of a black- 
board whereon they explain the differ- 
ence between types of products and 


These are small letters: abcdef 
Theseare CAPITAL Letters: ABCDEF 


These are types of things They are spelled with small ietters 
=» phonograph refrigerator camera, laminated plastic 

These are Brond Names They start with a Capital Letter 
=> Victrola, Frigidaire Kodak, Formica 

Formica isnotakind of material Formica $Q Urond name 

Formica always is spelled with a Capital F 

Formica always 15 spelled with a Cqpital F FORMICA 

Formica always is spelled with a Capitol F 





brand names of products. In the form 
of posters, and as small blotters, they 
have been circularized among editors 
and magazine writers, as well as to ad- 
vertising managers of stores selling 
Formica products. Whenever an im- 
proper usage of the name occurs, the 
card is mailed to call attention to the 
fact. 

The campaign is an endless one for 
products faced with the problem. Coca 
Cola (Registered Trade Mark) has 
spent a fortune reminding people that 
Coke (Registered Trade Mark) refers 
only to Coca Cola, and not to just any 
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starters 


cola drink. 


If brand names are allowed to be- 
come generic, some harmful practices 
on the part of competitors may result. 
The fact that a brand name is a part 
of our common usage shows that the 
product has attained a great degree of 
public acceptance. Competitors with 
similar products are in a position (and 
often not adverse) to capitalize on the 
popularity of the well-known. brand. 
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Reasons why executives quit 
reported by consultant firm 


It has been estimated that 30°% or 
more of a chief executive's time is spent 
developing a capable management 
team and keeping it on the job. In an 
attempt to discover how the problem 
of executive turnover is being handled 
by top brass, as well as the basic causes 
of turnover, the management consult- 
ing firm of Booz, Allen & Hamilton re- 
cently made a study. 

Turnover in’ 100 medium-to-large 
companies was analyzed. For compar- 
ison, two five-year periods were select- 
ed, one prewar and one postwar. The 
study covered more than 1000 execu- 
tive positions in 14 different indus- 
tries. Ranging from presidents to de- 
partment heads, 422 job-seeking execu- 
tives were interviewed to find out why 
they were on the move. 

The study of companies indicated an 
over-all increase in turnover, despite 
the fact that each chief executive had a 
different set of problems, and turnover 
varied from company to company. Ex- 
ecutives are being added at a 49% 
faster rate, and being lost at a 29% 
faster rate, postwar than prewar. Losses 
due to death and retirement remain 
constant at about 56°%. 

General postwar expansion is the 
major cause of increased turnover and 
opportunities for executives are open- 
ing up about four times oftener. Nat- 
urally, during periods of stable or de- 
clining business, executives cannot 
move because fewer job openings are 
available. And when managerial tal- 




















3. out come the 
collated pages... 


2. As her foot 
releases pedal... 


1. She quickly 
loads the Thomas. 





6. and releases 
it as she stacks* 


5. She depresses 
the pedal... 


- 4. always under 
her inspection! 


*Elapsed collating time . . . 5 seconds per set! 


FIGURE IT OUT! 


She does the work of five girls—faster, more accurately, and 
without confusion—as she gathers 2 to 16 sheets into sets in one 
quick operation. She saves you from the chore of chasing around 
from department to department, to scare up more help. And she 
beats those last-minute deadlines with time to spare! What's 
more, with the adjustable trays, she can handle almost any job 
from 3” x 8” to 19” x 24”—whether it be price list, sales bulletin, 
house organ, directive, or any one of 101 different jobs. 


If you’re interested in more info on how to save time, build up 
efficiency by as much as 500%, and get out rush jobs without 
rushing, write us for free fact-filled illustrated folder and 
collating analysis sheet. 






—-—-------4-------- 


~ 
Thomas Collators, Inc., Dept.D 4» 
30 Church St., New York 7, N. Y. a 


Please send me folder 104 and collating analysis 


ats. sheet. 
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135 Sales and Service Offices 
from Coast to Coast 





City... cece cece eee LOMO... SIAC. ..2...0-- 
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“Can you make copies of this ruled form?” 


| “How about using three colors when ie 
you make copies of this bulletin?” 


“Any chance for 500 post cards right away?” 





All the kinds of copies asked for above and all the 
kinds of copies listed at the left can be made with 
any one of the A. B. Dick mimeographs—from the 
low-cost, hand-operated models to the heavy-duty, 
Copies of power driven models. And: A. B. Dick mimeographs 
typed material = aye for use with all makes of suitable stencil 
duplicating products. The new versatility and easy 
operation of MODERN mimeographing brings the 
proved economy of this process to many new jobs. 
See for yourself. Mail the coupon below 
for full information. 


AB DICK 









































with illustrations THE FIRST NAME IN DUPLICATING 

SALE ¢ % 

a A. B. DICK COMPANY MM-10 
€ 1 
i 5700 Touhy Avenue, Chicago 31, Illinois 5 
with lettering ; Please send me information about MODERN mimeographing 
A"Boss” : Name Position___ a 
, 4 
I - Organization ie t 
PE pb t 
i Address i 
with printer’s i] P i 
type faces % City State ——___ a 


Fe ft et ee eee ee ad 
(Circle 619 for more information) 


24 





ent is in demand, it is invariably the 
best men who are sought after and so- 
licited. 

Business expansion simply provides 
the opportunity to move. It does not 
explain why a man moves. The group 
of 422 executives were interviewed to 
find out the “why.” 

DISTRIBUTION OF 422 EXECU- 
TIVES’ REASONS FOR LEAVING 
(Includes two or more reasons when 
stated) 
EXECUTIVES CITING 
EACH REASON 
Number Per Cent 
Bigger job, more re- 


sponsibility ..... 126 29.9 
Greate} opportunity 

for future growth 9] 21.6 
Increased income .. 75 17.8 


Not in accord with 
management poli- 
ee ese is he wees 68 16.1 


Separation at com- 


pany initiative .. 62 14.7 
Need change of ac- 
|, eee eee 46 10.9 


All other reasons 
combined <....<. 215 50.9 


In most cases (85°7), the men left 
of their own accord. And the reasons 
given were the same in both large and 
small companies and durable and non 
durable goods industries. 

Presidents cited policy disagreements 
most often as their reason for severing 
connections. Desire for more income 
came next; opportunity for erowth was 
third. 

Vice-presidents of functional and 
product divisions also gave policy dis- 
agreements as their major reason for 
leaving. In this category, desire for 
future growth was second, more re- 
sponsibility in a bigger job was third. 

Middle-management (department 
heads and assistants) most frequently 
desired an immediate move to a bigger 
job. Opportunity for future growth 
was second, increased income third. 

Financial men left because of policy 
disagreements more often than other 
executives. Manufacturing executives 
seemed most concerned about inade- 
quate income. Change in activity was 
important to engineering and research 
personnel. Sales executives thought 
long-term growth was important. 
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Two-in-one A/R ledger 
reduces posting, speeds output 








The simultaneous posting of Ac- 
counts Receivable to two balances and 
obtaining ten vertical totals opened the 
way for Hospital Care Corporation to 
replace three accounting machines with 
one, use one ledger instead of two, and 
reduce postings from 24,000 a month 
to 14,000. Hospital Care Corporation 
is the southwestern Ohio Blue Cross 
Plan, with offices in Cincinnati. About 
6,700 groups are billed monthly, quar- 
terly, semi-annually or annually. 

Two ledgers and three accounting 
machines were formerly used in record- 
ing Accounts Receivables. The ledg- 
ers, along with a trial balance, were 
scheduled for statement use by the 10th 
of the month. Rapidly increasing 
membership made this deadline more 
diflicult to meet. Overtime in the Ac- 
counts Receivable Department was be- 
coming more and more necessary. 
Rather than enlarging the staff and in- 
stalling additional equipment, Hos- 
pital Care Corporation developed a 
streamlined method of handling Ac- 
counts Receivable. 

A redesigned Accounts Receivable 
Ledger Card is the basis of the new 
system. ‘he Card replaces two sepa- 











te 


rate ledgers, yet contains all of the 
same information. The key to post- 
ing the new ledger is an accounting 
machine capable of producing the re- 
quired distributions and totals. When 
preparing receivables with the new ma- 
chine, the operator inserts the ledger, 
and using the group’s invoice as media: 
1. Picks up previous balances (both 
Blue Cross and Blue Shield). 
Indexes the reference. 
3. Lists debits (or credits) in the 
Blue Cross column. 
4. Lists debits (or credits) in the 
Blue Shield column. 


(Continued on page 29) 
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SEE HOW OZALID COPIES CUT THE COST 
OF ORDER FILLING... SHIPPING. BILLING! 











—YOUR BUSINESS CAN PROFIT, BY FOLLOWING THIS SIMPLE PATTERN-D. 


tircte 645 for more information) 








WRITE OR TYPE YOUR ORDERS JUST ONCE ON TRANSLUCENT PAPER... 
AND HERE'S HOW OZALID COPIES CAN SPEED YOUR PAPERWORK! 








$ IN ORDER FILLING... Salesmen’s order forms /z _ Siac = ae 


completed by clerk 
Ozalid Copies are Immediately Available for 


FILE 

STOCK LOCATIONS 

CUSTOMER ACKNOWLEDGMENT 
INVENTORY CONTROL 














é IN SHIP P IN G. ee Clerk checks quantities, completes 


shipping data, and, if necessary, 
indicates back-ordered items. 
' Ozalid Copies Used for 


PACKING MEMOS 
BILLS OF LADING 
DELIVERY SLIPS 
LABELS 











» i N BI LLI N c e ee Prices, extensions and totals now entered. 


Ozalid Copies Now Made for 
CUSTOMER INVOICING 
ACCOUNTS RECEIVABLE 
SALES RECORDS 














NOTE: Perhaps no business would require Ozalid copies in exactly this order. This ex- 
ample has been arranged to suggest a number of Ozalid applications to the most 
common paperwork problems in order filling, shipping and billing operations. 
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Processing Invoices. A large 
wholesale hardware firm uses 
Ozalid copies of salesmen’s orders 
to help one clerk process 1,000 
invoices per day. Before installing 
Ozalid, seven clerks were required 
to handle about 800 invoices 


per day! 


Duplicating Invoices. A 
mid-west motor freight line finds 
that Ozalid pays its way in this 
one application alone by prepar- 
ing 25,000 duplicate invoices 
each month. 


Inventory Control. An im- 
portant drug chain solved its 
problem of keeping up-to-date 
inventory records by using Ozalid 
copies! 








iy 


Reducing Delivery to Bill- 
ing Time. Says an executive of 
a Chicago manufacturer, ‘The 
Ozalid method solves the constant 
problem of handling small orders. 
Our use of Ozalid has reduced 
delivery to billing time from six 
weeks to three days!” 


Processing Orders. A large 
equipment wholesaler now uses 
Ozalid to process all orders dur- 
ing regular business hours on the 
day of receipt. Before installing 
Ozalid, two billing clerks worked 
five to six hours overtime daily to 
keep this operation up to date! 


Invoicing. A broadcasting com- 
pany now using Ozalid copies for 
customer invoices finds that the 
monthly invoicing job that form- 
erly took two girls 28 hours is 
now handled by one girl in 312 
hours—without the risk of manual 
copying errors! 
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HERE’S HOW OTHER COMPANIES ARE SAVING BY USING OZALID COPIES 
IN THEIR ORDER FILLING, SHIPPING AND BILLING OPERATIONS: 


ONLY OZALID OFFERS 


= 


4 


YOU ALL THESE 
"EXTRAS"! 


You can color code your copies by 
department, time, or destination. No 
machine adjustments are made to 
change color or size of copies. 


You can delete confidential or super- 
fluous notations without affecting 
the original. Your copies show just 
the information you want dissemi- 
nated. 


You can make a translucent “dupli- 
cate original” as easily as any other 
Ozalid copy. From this duplicate, 
additional copies may be obtained 
at any time. By combining “dupli- 
cate originals” of several reports, a 


composite report can be issued with- 
out manual copying. 


You can copy anything typed, print- 
ed, written or drawn on one side of 


ordinary translucent paper. For orig- 
inals that are opaque, or printed on 
both sides, a simple intermediate 
step is required. 














_ SEE HOW OZALID CAN HELP 
YOU IN ALL DEPARTMENTS 





This 48 page, fact-filled booklet 
explains some of the hundreds of 
uses of direct copies by Ozalid in 
cutting costs and speeding up 

work in all departments such as: 


* ACCOUNTING 

* PURCHASING 

* PLANNING 

* PERSONNEL 

% ENGINEERING 

* TRAFFIC | 
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Send today for your free 
copy. See for yourself 
where Ozalid copies can 
help solve your business 


problems! 
CUT PAPERWORK 
wer cauron TOON 1 ED PRovuctigy 
r™ te THIS COUPON TODA ; 
$ 
3 15 
‘ anes eam ec Corporation 4 
4 General Aniline ee 
a , nd me comple in - 
r the Ozalid process an Ozal i : 
1 eal ; Cut copying costs ...use 
| Name———__ 
oe 


___| OZALID. 


Johnson City, N .Y. A Division of General Aniline & Film Corporation. 


“From Research to. Reality.” Ozalid in Canada — Hughes Owens Co., Ltd., Montreal. 


be, 
aha ES 








OZALID Branch Offices 
in these cities: 
ATLANTA — CHICAGO — DETROIT — 
INDIANAPOLIS — LOS ANGELES — NEW 
YORK — ROCHESTER — ST. LOUIS — SAN 


FRANCISCO — SCHENECTADY —SYRACUSE 
— WASHINGTON. 


Distributors in these cities: 


Alexandria, La., Reproduction Supply 
Agency 
Amarillo, Texas, Browning Blue Print Co. 
Austin, Texas, Douglas B. Burton 
Baltimore, Md., Charles W. Speidel & Co. 
Beaumont, Texas, White Blue Print Co. 
Billings, Mont., Selby Re-Print Co. 
Birmingham, Ala., The Re-Print Co. 
Boston, Mass., Spaulding-Moss Co. 
Buffalo, N. Y., Commercial Blue Print Co. 
Charlotte, N. C., Duncan Printmakers 
Cincinnati, Ohio, The Fred Wagner Co. 
Cleveland, Ohio, City Blue Print Co. 
Columbus, Ohio, The Fred Wagner Co. 
Corpus Christi, Texas, Nixon Blue Print Co. 
Dallas, Texas, Horn Blue Print Co. 
Davenport, Iowa, Engineers Supplies 
Dayton, Ohio, The Fred Wagner Co. 


Denver, Colo., Waterman & Co., & 
H. R. Meininger Co. 


Fernwood, Pa., Charles W. Speidel & Co. 


Fort Worth, Texas, Tarrant County 
Reproduction Co. 


Helena, Mont., Helena Blueprint Co. 
Honolulu, Hawaii, Honolulu Paper Co., Ltd. 
Houston, Texas, Yarberry’s 

Kansas City, Kans., The Drexel Co. 
Knoxville, Tenn., Knoxville Blue Print Co. 


Las Vegas, Nev., Las Vegas Blue Print & 
Photocopy 


Memphis, Tenn., Wray Williams Blue Print 
Co. 


Milwaukee, Wisc., David W hite Co. 
Minneapolis, Minn., H. A. Rogers Co. 
Nashville, Tenn., Arrow Blue Print Co. 4 
New Orleans, La., Crescent Blue Print Co. 


Oklahoma City, Okla., Triangle Blue Print 
& Supply Co. 


Omaha, Neb., Omaha Photographic Labs. 
Philadelphia, Pa., Charles W. Speidel Co. 


Pittsburgh, Pa., Charles W. Speidel of 
Pittsburgh 


Portland, Ore., Multnomah Blueprint Co. 
Rockford, Ill., Finchman Industrial Co. 


Salt Lake City, Utah, Certified Engineering 
Supply Co. 


San Antonio, Texas, R. H. Holland Co. 
Seattle, Wash., Seattle Art & Photo Supply 
Spokane, Wash., Abadan — Spokane 


Toledo, Ohio, Toledo Blue Print & Supply 
Co. 


Tulsa, Okla., Triangle Blue Print & Supply 
Co. 


(Circle 645 for more information) 
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When the last item is listed, the ma- 
chine does the rest. The date, new 
balances and the proof balance are 
automatically printed. Credit balances 
in either column appear in red. As a 
by-product, a proof journal is provided 
for batch posting and month-end 
checking when preparing the trial bal- 
ance. 

At the end of each run, the machine 
is cleared and a breakdown of types of 
debits and credits is printed on the 
journal in ten totals. The type of 
posting is shown on the ledger by a 
small symbol and numeral in italics. 
Checking is simply a matter of seeing 
if the figures are copied correctly from 
the invoice. 

Posting with the two-in-one ledgei 
resulted in the use of one machine in- 
stead of three, one ledger instead of 
two and 14,000 monthly postings in 
stead of 24,000. Trial balances are 
completed by the deadline with no in- 
crease in office staff, despite an increase 
in work volume. 

For more information, Circle num- 
ber 690 on the Reader Service Card. 
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Contest stimulates new 
ideas and designs 








A Chicago manufacturing company 
teamed up with the Art Institute of 
Chicago to give product design stu- 
dents their first industrial assignment. 
The job: creation of a room air con- 
ditioner that would be better looking 
and cheaper to produce than current 
models. The assignment took the 
form of a contest with prizes offered 
for best designs. Students whose ideas 
are actually used will receive addition- 
al compensation. 

The contest was conceived by Ber- 
nard A. Mitchell, president of the 
Mitchell Company. The contest re- 
sulted in such imaginative ideas as ar- 
ranging the unit vertically along the 
side of a window, tucking it out of 
sight under an attractive cornice and 
making it automatic through the use 
of a timepiece—like a clock-radio. 

Mitchell invited the advanced design 
class to the factory to learn what makes 
an air conditioner tick. From produc- 
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REYNOLDS & REYNOLDS PRECISION MADE 


ACCOUNTING MACHINE FORMS 


REYNOLDS& REYNOLDS 





.» ASSURE YOU OF MAXIMUM 


ACCOUNTING MACHINE EFFICIENCY! 


PERFECT REGISTRATION GUARANTEED ...Reynolds & Reynolds 
highly skilled specialists assure you of precision made accounting mae 
chine forms. 


QUALITY FORMS AT LOW COST... mass production and an exclusive 
mew process make Reynolds & Reynolds the leader in accounting 
machine forms production. This know how and efficiency, gained 
through years of experience, saves you money. 


PROMPT DELIVERY .. . special high speed presses and systematic 
handling guarantees prompt delivery of custom made forms. A large, 
complete stock of standard forms is always ready for immediate delivery. 


COMPLETE SOURCE OF SUPPLY ... Reynolds & Reynolds can furnish 
binders, indexes, carbon paper, filing trays, stands and your other print- 
ing requirements, 


Reynolds & Reynolds is 
[PoP Prem headquarters for all Accounting 


ee, Forms! 


a a * JOURNA; 


The Reynolds & Reynolds Co. 
800 Germantown St. 
Dayton 7, Ohio 


Please send me complete information on Reynolds & Reynolds 
Accounting Machine Forms 














% 





Make of Machine Model 
5 Company Nome 

.. BUSINESS FORMS SINCE 1866 Firm Name 

; DAYTON, CG H 1 'O ® Addon 

: SALES OFFICES IN MOST PRINCIPAL CITIES City State 





(Circle 653 for more information) 
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SL LET ROETIO 





distinctly more than fine quality... 

it’s €000/7/ furniture in an 
office planned” for business 

efficiency in the gracious manner 


Enterprise Federal 
Sav-ngs and Loan .\ssn., 
Washington, D. C. tf: 
stallation by Chas Gy 
Stott and Com 


Washington, D. ¢ 





many, 


Of course you want the right furniture for 
your space, your needs, your business, 

and your Leopold dealer has it . but beyond 
that, he will give you. start-to-finish office 


planning assistance . . . in terms of colot 


Aeqeold 


DEALERS 
PROVIDE COMPLETE 
OFFICE PLANNING 

SERVICE 


schemes, lighting, sound-proofing, furniture 


placement, drapes, floor coverings. 


Enjoy a completely co-ordinated, more efhcient 
office—for less—by using the wealth of 
scientific planning information your Leopold 

dealer has at his finger tips consult him 

today without obligation, or write: 


Wood Office Furniture 
Institute 


\y Member 
THE 


Eqpold vvnrint 


BURLINGTON, IOWA 


(Circle 636 for more information) 




















want more 


information 


about keyed editorial and 
advertising material in this issue? 


BUSINESS FORMS AND 
PRINTING SALESMAN 


Substantial drawing account . . . Present sales 
force averages $10,000 per year. Exclusive ter- 





ritory . . . established accounts. Every auto- 
mobile dealer is now a customer. Unlimited 
potential selling Accounting Forms . . . One 
Time Carbon Sets . . . Checks . . . Stationery 


. Envelopes. Complete Systems for Payroll 
. . . Inventory . Machine Accounting, etc., 
to Industrial and Commercial Businesses. 


Sales Office and Phone Furnished s 2 a 
WRITE SALES MANAGER se i (ts donaet 


The REYNOLDS & REYNOLDS Co. ae 


THE KEY NO 
Printers and Lithographers Since 1866 
Dayton 7, Ohio 


cord 











‘ Use the Reader Service Card 
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tion to selling, students were briefed 


on their problem by company execu- 
tives, just as they would be in an actual 
industrial situation. The technical 
factors that go into the mechanism, the 
importance of functional considera- 
tions in designing the units and what 
retailers look for in selling room ait 
conditioners were explained. 

The winners were selected on the 
basis of originality, practicality and 
technical proficiency in- presentation. 


Most 


good, original idea or design. 


entries produced at least’ one 
In ad- 
dition to helping students and stimu- 
lating designs for their own company, 
the program received favorable com- 
ment from the trade and the commun- 


ity. 


le 
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Plastic expandable loops 
reduce high wrapping costs 
A major New York department store 


has eliminited all but “send packages” 








for its wrapping personnel. Sales clerks 
do their own gilt wrapping at counters. 
A newly developed plastic that re- 
quires no ticing or cutting, wraps a 
box without loss of valuable selling 
time. ‘This ribbon saves at least 35 
seconds wrapping time on each package 
as compared to existing methods, Cus- 
tomers like it because they don’t get 
bottle-necked at wrapping desks and 
they can open and re-do the box them- 
serves at home if they want to. 
Studies indicates that stores wrap- 
ping 100,000 packages have a_ labor 
cost of $1,111 on a basis of 40 seconds 
per package wrapping time, while labor 
costs, with the new ribbon, for the 
same quantity, would be $139, or a 
Stores that 
wrap 1,000,000 units can save $9,721 


saving to the store of $972. 


in labor costs. Figures are based on 


| pata 
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This ad is your coupon. Check one 
or both boxes below and mail for 
valuable information on .. . 


How to cut 
Shipping Costs 


(AND SPEED-UP SHIPMENTS, TOO) 





One of the slowest and costliest ship- 
ping operations is the addressing and 
marking of containers. Described be- 
low are two new “systems” that are 
saving many firms thousands of dol- 
lars every year by reducing the time 
and labor necessary to address and 
mark boxes and cartons. 


If your company is now using large 
quantities of printed labels or the 
old brush-stencil method, it will pay 
you to investigate these new Weber 
systems 









PRINTING FACSIMILE LABELS DIRECT TO CON- 
TAINERS. Stencil comes already cut 
with facsimile of your label or form. 
Address or other variable informa- 
tion is typed or written in... stencil 
is quickly attached to hand printer 
... label and address are then printed 
on container in a single movement! 
Eliminates labels. One-hand opera- 
tion is fast and clean. Stencil can be 
prepared with bill of lading set. 
Check square for more infor- 
mation. 


PRINTING AND ADDRESSING LABELS IN ONE 
OPERATION. The Weber KC-E Label 
Printing and Addressing machine 
prints shipping and product identifi- 
cation labels at the rate of 100 per 
minute, and fills in address and other 
information at the same time! Also 
counts and cuts the labels to size. 
Solves multiple label addressing and 
marking problem. Saves cost of pre- 
printed labels. Check square 
for more information. 


Please send information as checked in box 
or boxes above. 

















Name. = 

2) IE eae eee See eee ree ee — 

Company a ae ros 

Address 

City. Zone... State... 
| label and 
| Weber | mains 

systems 





Division of Weber Addressing Machine Co. 
Dept..MM-2,Mount Prospect, Illinois 


(Circle 666 for more information 
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ORGANIZATION CHARTS 


YOU can mah ity 





You yourself—or any 

designated employee—can de- 

velop, complete and revise perfect organ- 

ization charts without drawing a single 

line. You save the time and cost of a 

professional draftsman. You keep con- 

fidential information crystal clear—but 

confidential. Revisions in minutes. Also 

use the Chart-Pak Method for graphs, 
office and plant layouts. 


Mail this NOW! Visit us at Booth 
_ 227, National Business Show, New 
%=) = York City. October 19-24. 

















WN WNnwrnwnrersesercrreCrereree 4 
| mor — CHART-PAK, INC. | 
102B Lincoln Ave. Stamford, Conn. 
] Send complete Chart-Pak facts. | 
| Name | 
1 Company | 
1 Address | 
City State i 


(Circle 617 fer more information) 











[Shreds come out 


SHREDMASTER 


Shredding Machine 
quickly turns your confidential papers 
. old records ... waste paper of all 
sorts . . . into completely unreadable 
shreds, valuable only as packing material. 
ANYONE CAN USE—Quick, safe, easy op- 
eration! 
PERFECT FOR OFFICES —Silent, Clean, 
Dust-free, Compact! 
PAYS FOR ITSELF —Provides valuable 
packing material at no cost! 
For Your Office— 
Portable, Noiseless Desk Model 
Shown Here). 
Also Available— 

Table Models and Heavy Duty 
Models for Banks, Department Stores, 
Warehouses, Plants, etc. 

Write for Free Circular No. 10 
THE SHREDMASTER CORPORATION 
199 Willoughby Ave. 
Brooklyn 5, N. Y. 








(Circle 655 for more information) 
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average pay per wrapper of $1 an hour. 


For more information, Circle number 
687 on the Reader Service Card. 
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Sales calls increased 
by car rental at destination 

Salesmen are giving up their side 
duties as chauffeurs and devoting more 
of their out-of-town time to. selling, 
according to the results of a new study 
covering 56 cities. 

The survey showed that almost 50°; 
olf the country’s car rentals are made 
by traveling salesmen who use rented 
cars for business reasons, whereas eight 
years ago the majority of rentals were 
made by in-town residents for pleasure 
purposes. 

Salesmen are using planes and trains 
increasingly to slash traveling time be- 
tween cities and are renting autos at 
destination to sce their customers. A 
Chicago salesman periodically drove to 
Denver to make his calls. One week 
out of each three-week trip was spent 
commuting between cities. Recently, 
his company put him on a plane and 
into a rented car at Denver to make 
his calls. His round trip traveling time 
for the 2,000 mile circuit was cut to 
10 hours and he makes a third more 
calls than previously on each trip. 


J EXPORT ‘ent Oats 


Self-adhering baggage stamps 

speed Customs’ clearance 
The United States Customs Service 

recently placed in use at ports through- 








out the country a newly designed pas- 
sengers’ baggage stamp with an im- 
proved adhesive that requires no moist- 
ening. According to David B. Stru- 
binger, Acting Commissioner of Cus 
toms, the new stamp, in addition to its 
convenience, is proving a substantial 
work-saver for inspectors, as compared 








Chemical test for moisture absorption of envelope paper 





ever, 


They all get the answers, in this 
book: **What’s In It For Me?” 
—available now from your 
paper and envelope merchant. 
Ask him to get a copy for you. 


— one of many tests and quality controls devised and used 
by the U.S.E. laboratory. 


They all want to know 
“WHAT’S IN IT FOR ME” 


BOB, a printer, wants ways to make his work 
more effective and profitable; RUTH, a stenographer 
(and a steady user of envelopes) wants to know 
what will make her job easier; BILL, a Purchasing 
Agent, is looking for values that pay off for him. 

Imagine sitting in with such a group of experts 
as they study the steps taken to insure the quality 
of U.S.E. envelopes! — asking at each step:‘What 
good is it — what does it do — for me?” 





Us: UNITED STATES ENVELOPE CO. 
® 


E2-P1 


(Circle 662 for 


Divisions from Coast to Coast 
SPRINGFIELD 2, MASSACHUSETTS 


more information) 





with the type of stamp long in use, that 
required moistening. 

The “inspected baggage” stamps are 
used to identify baggage that has been 
inspected by Customs, and serve as a 
control and enforcement device against 
unauthorized removal of luggage and 
parcels from landing points. The new 
self-adhering stamp is the result of co- 
operation between the Management 
Division of the Bureau of Customs, ex- 
perts of the Bureau of Engraving and 
Printing and private industry. 


The Bureau required a stamp that 
would adhere firmly to, but would not 
damage, all types of material and that 
would be difficult to counterfeit. At 
the same time, costs had to be kept 
within tight budgetary _ limitations. 
The old stamps, that had to be moist- 
ened, often were a source of trouble, 
especially during extreme heat. 

The Bureau of Engraving and Print- 
ing produces the stamps on_ special 
paper stock, in several colors, to permit 
variations at intervals for security rea- 
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A MESSAGE TO USERS OF ONE-TIME CARBON FORMS 


“Your emire yvear’s supply of 


forms and carbon paper absolutely 
free —if we can’t cut your billing 


costs 51.995 the very first year ?”’ 


That's the wager we made with a company last year when we analyzed their 
continuous forms-writing system. It wasn’t really a gamble because the facts 


were too obyv ious, 


They had been using a 6-part, 8'2 x 11 one-time carbon form (the kind of 
carbon you use once and throw away) . and they used about 150,000 forms 


every year. 


They didn’t realize it, but the average cost of the one-time carbon paper for 
just 1,000 of those forms was $14.70! 


By switching to Repeat-O-Pak floating reusable carbon paper (the kind you 
automatically use over and over again) we guaranteed to give them a better- 
looking easier-to-read billing job ind at a carbon paper cost of only $1.40 


per thousand typed forms! 


> > 


THAT WAS A SAVINGS ON CARBON PAPER ALONE OF $13.30 PER 


THOL SAND TYPED FORMS 


We knew positively that they would save at least $1,995 the very first year 
they switched to Repeat-O Pak. And they did 

HOW ABOUT YOU? It may pay you handsomely to get the facts about 
Repeat-O-Pak floating reusuable carbon paper with continuous forms. Just 
send us a sample of your form, the approximate yearly quantity used and the 
name of your forms-writing equipment. There’s no obligation in any way. 


Relieat- (Pak 


STANDARD MANIFOLD COMPANY Depr. 48-53 
Carbon Papers ¢ Inked Ribbons « 333 W. Lake St. © Chicago, Ill. © Offices in 


Principal Cities . 


In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec. 


+ , : 
‘Aoating reusable carbon paper for continuous forms used on all kinds of forms-writing machines 
... LB. M. and Underwood Formswriters... Moore Carbon-Saver and Uarco Adapters. 


(Circle 656 for more information) 





sons. ‘They are numbered serially. By 
reducing the size, and employing offset 
reproduction methods, the Bureau was 
able to have the new stamp produced 
at a cost slightly less than the old type 
stamp. 

Customs attained a further saving of 
inspectors’ time by eliminating require- 
ments that each stamp used be dated 
and signed. 
numbering and accounting provided 
sufficient controls. 
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It was decided that serial 
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J COMMUNICATION tug Oy itoter, : 


Pneumatic tubes speed 
laboratory analysis at Scovill 
To speed laboratory analysis and 
eliminate the need for human mes- 
sengers, the Scovill Manufacturing 
Company, Waterbury, Connecticut, in- 
stalled a 1000-foot-long pneumatic tube 
system between the casting shop and 








metals research department. When the 








analysis report is received, and meets 
specifications, the billet or bar is  re- 
leased to the mill. Approximately 2400 
chemical or spectrographic determina- 
Krom 100 to 
200 tube trips are made daily without 


tions are made each day. 


waiting for the availability of a mes- 
senger. 

The new system is of particular im- 
portance in continuous casting opera- 
tions. Rapid analysis and receipt of 
the analysis reports are necessary in 
these operations to maintain the cor- 
rect composition of the alloy and to 
enable any necessary corrective meas- 
ures to be taken to insure the casting 
of quality metal. Samples are taken 
every half hour at the continuous cast- 
ing machines and sent at once for anal- 
ysis. The system is expected to pay for 
itself in less than a year. 

For more information, Circle num- 
ber 674 on the Reader Service Card. 
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The role of the clergy 
in plant communities 


William Eugene Carroll 


Western Union Telegraph Co. 
New York, N. Y. 


The local clergy, as leading opinion- 
molders, should be sought after as 
friends for the good of companies, em- 
ployees, and plant communities. “The 
clergyman is engaged in work not dis- 
similar from a company’s undertakings 
in employee or community relations. 


(next page, please) 








...improper pencil sharpener 


placement may be costing 
you as much as $1.49 
to sharpen each pencil! 
Let APSCO show you 
how you can prevent 


this shocking waste. 


Write for your copy of 
“THE MYSTERY OF THE 
HIDDEN COSTS.” 





J 





_APSCO PRODUCTS INC. 
DEPT. M-l 

336 NORTH FOOTHILL ROAD 
BEVERLY HILLS, CALIF. 


Attach coupon to your letterhead 
or business card and mail today! 


(Circle 611 for more information) 
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LOOK! 
We do top quality 
printing in our 
own office with 
these amazing 


3M Brand Pats 





Yes, thanks to 3M Photo-Offset Plates, 
we’re now able to print a lot of our own 
promotional literature, manuals and cata- 
logs. And with professional results! Every 
piece that comes off our offset duplicator 
is crisp, clean, perfectly printed. Colors are 
richer. Blacks are deeper. Illustrations are 
reproduced in finest detail. Have these all- 
aluminum, pre-sensitized plates tested 
on your company’s Davidson or 
Multilith duplicating machine. You'll 
be pleased with the professional results. 
FREE BOOKLET! Big new executive 

e handbook shows 
how to get the most from your printing de- 
partment. Is an actual sample of profes- 
sional quality work done by the 3M Plate! 





PHOTO-OFFSET PLATES 


’ Pre-sensitized All-aluminum 
Made by the makers of *‘Scotch’’ Brand Cellophane Tape 
Feet esses es eee ee eee eee eee Se SS 
MINNESOTA MINING & MEG. Co. 
DEPT.,MM-103, PRINTING PRODUCTS 
DIVISION, St. PAUL 6, MINN. 
| Send me free booklet plus full in- 
formation on the 3M Plate. 
] Include name and address of my 


nearest 3M Plate Dealer. 

Arrange for a personal demonstra- 

lion, 
NAM 7 0ccctca sew es ciara TOTLE. i escis 
NIE o cioara:na sitio au scia sicko sbceea acini 
DITREEE Fis c:s 0's sidan seh as love ev aeaaies eee 
IN 6 src gu seiciele ica ZOME «STATE ove ceas 


Fes oe en oe ee 


Made in U.S.A. by MINNESOTA MINING & MFG. CO., 
St. Paul 6, Minn. 


(Circle 640 for more information) 
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It is vital that he understand its views 
on matters of mutual interest, 

By the their work, 
and in most instances because of their 


personal make-up, they are eager to be 


very nature of 


friendly with management, to sympa- 


with its actions when its actions 
and to 


thize 
are right, help it in its cause 
and the explanation of it. 
that the clergy 
rather than 
management should 


In order may have 


reason to praise criticize 


industry, make 
available to them as many services like 
the following as possible: 

1. Invite all practicing clergymen in 

the community to be guests at the 
plant periodically. Plan a luncheon; 
official greet 
luncheon session, and 


have an important 
their 


current 


them at 


discuss company aims and 


employee and public relations pro- 
grams. ‘Take them on a plant tour, 


and have high “brass” welcome 


them. Encourage them to ask ques- 
tions of employees on the job. 

2. Offer plant 
their various church groups. 


tour privileges for 


3. Explain the purposes of your vari- 


ous publications and have their 


names added to the mailing list. 
1. Stress the wide variety of qualified 
speakers, films, visual aid and sound 


equipment, and library or museum 


services which your company can 


make available to them. 


5. Make clear to them your willing- 
ness to lend them chairs, meeting 
space, athletic gear or space, office 


machines, safety equipment, and 


even truck or ca} transportation. En- 


courage their increasing use of your 
facilities. 
6. Permit 


supervisory training, 


them to sit in on your 


human _rela- 


tions, economics courses, or other 


company sessions. 
7. Give them names of top “brass” 


in each whom they 


might call on freely for cooperation 


department 


in urgent personal problems involv- 
ing church members employed at the 


plant. Assure them of the coopera- 


tion of your medical staff, safety en- 


gincers, testing, and personnel people 
in any such situation. 


8. Explain your research labs, em- 


ployee benefit plans, or any othe 


progressive feature characterizing 


youl company. 

















Macey Collating Methods 


speed paper gathering, cut overtime 


costs at J. J. Newberry Company 


This is the title of a recent case study of 
collating problems at J. J. Newberry Company— 
and how a Macey collating machine solved them. 
Send for it. It tells how mechanization frees skilled 
personnel from the drudgery of hand gathering, 
cuts costs. You, too, can increase the efficiency 

of your collating operation. The folder 

is free—just send the coupon below. 











HARRIS-SEYBOLD COMPANY 


- 


Special Products Division 
Dept. B., 4510 East 71st St., Cleveland 5, Ohio 
Please send me the free Macey-Newberry folder 
Name 
Firm 


Address 


(Circle 630 for more information) 











9. Send them Christmas greetings, 
calendars, or other small reminders 
of your company. Have these come 
from the plant or work manager. 

10. Invite clergy to 


official functions whenever their serv- 


members of the 
ices or can be utilized. 

Make certain that no active clergy is 
Include all Protestant de- 
nominations, both Roman and Greek 
Orthodox Catholic Churches, and Re- 
Orthodox 


presence 


overlooked. 


form, Conservative, and 


types of Jewish congregations if all are 


in your town. Also, ministers of col- 


ored denominational churches. 


Give Christian Scientists the choice 
of sending a church board member, a 


reader, 


or whomever they wish, since 


they have no ordained minister. In- 
clude such oft-forgotten groups as 
Quakers, Unitarians, Latter-Day Saints, 
etc. Include the local college and 
Army or Navy chaplain, if any. 

Such a program can create more 
good will, understanding, and sym- 


pathy for your company than are prob- 


ably from 


more costly campaigns. 


being derived now 


many 
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You Put a Lot of 
‘Mileage’ on a Chair 


Much of the way you feel at the end of the day depends on the way 
you’re seated. Doesn’t it make sense, then, to work in the finest 
executive chair you can buy? The Harter 65 is that kind of chair. 
There’s a luxurious feeling in its rich gros point fabrics and in its foam 
rubber cushioned seat, back and arms. There’s armchair comfort 

in the Harter 65; yet it’s a true posture chair with easy hand-wheel 
adjustments to fit it exactly to you. You work at ease and 

you feel fresh even after long hours of office ‘‘mileage’’ when 

your chair is a Harter 65. 

Sead for this new 24-page informative booklet 
“Posture Seating Makes, Sense.’’ 

HARTER CORPORATION, 1006 Prairie St., Sturgis, Michigan 


Al ARTE R 


STURGIS, MICHIGAN 


POSTURE CHAIRS 


(Circle 631 for more information) 











Stencil addressing eliminates 


errors in label 


RATE ET 


to regular shipping orders, can be cut 


new stencil, attached 


as part of the regular typing procedure. 
The stencil is then used to imprint on 
labels, tags, or cartons. Every address 


will be correct since no mistakes are 
possible through the duplication proc- 
ess. Regardless of the number of 
copies needed, there are no errors due 
to incorrect copying or illegibility. 

A small stencil and a sheet of carbon 
are mounted with a strip of cellulose 
tape to a tissue. These stencils come 
in four sizes to accommodate varying 
The 


stencil 


amounts of copy. tissue is re- 


moved, and the and carbon 
taped in position on the face of the 
form being typed (see cut). The typist 
must switch to stencil cutting for this 
area, but the carbon reproduces the in- 
formation on the first sheet, as well as 


on duplicates in multiple order forms. 


preparation 


‘Vhe applicator is very similar to a 
rubber stamp in appearance and _ use. 
There is a rubber stamp pad on the 
applicator which automatically feeds 
ink. The 


this pad, and is easily placed on or re- 


stencil is self-adhering to 


moved, Any number of impressions 
can be made from a single stencil, and 
the stencil can then be discarded be- 
cause of its low cost. 

All the information required by any 
shipping routine can be included on 
the stencil. “The same procedure ol 
routing shipping forms continues, and 
labels can be prepared either in the of- 
fice or shipping room. ‘These stencils 


may be used with any type form, 


and 


ball 


single, triplicate, continuous, etc., 


can also be cut with a stylus or 
point pen. 
Through actual use of the stencils, 


some simple practices have proved ef- 
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141 EAST 44th STREET ° 


Spartan STATIONERS INC 
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WILSON CONSTRUCTION CO, 
8532 SAMSON AVE. 
ARDMORE, NEW YORK 
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Here is a regular invoice with a stencil attached; the name and address, cut through the stencil and 


carbon, appears on all copies. 


methods 














you can’t lose 
with 


ILMISORTS 


. the system that gives you speed, 
economy, accessibility. 


Microfilm can be practical for you — 
whatever your filing problem. Micro- 
film your records, file them in Film- 
sort Aperture or Jacket cards — and 
when reference is necessary, read them 
enlarged to original size in a Filmsort 
viewer. 

Engineering drawings, personnel rec- 
ords, credit information, case histories 
— there's a Filmsort card and a Film- 
sort viewer for every filing problem. 
You can’t lose with Filmsort. 


FILMSORT ix. 


PEARL RIVER * NEW YORK 


FREE i Write for new booklet: 
s “New Horizons” 


P= eee ee eee eee ee ee ee ee ee 











I FILMSORT INC. DEPT. M I 
if PEARL RIVER, NEW YORK I 
I Send me at once your new Filmsort booklet, I 
3 “‘New Horizons.’ No obligation, of course. I 
I NAME , 
I I 
| ADDRESS | 
I 

CITY STATE I 
l J 


om oe oe eee eee eee eee eee eee et 
(Circle 623 for more information) 
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j fective and time saving. Some typists 


find it advisable to set up, in advance, 
a small supply of forms with the sten- 
cils attached. This way, their routine 
is not altered even for the moment it 
normally takes to attach a stencil. In 
the shipping room, label affixing can 
be eliminated, resulting in a saving of 
time and money: have your shipping 
cartons imprinted with a “label panel” 
at the same time your name and ad- 


dress are printed. 


Other Applications Possible 


While this stencil was originally de- 
vised to facilitate label duplication, 
many other applications have been 
found. Some hospitals use them for 
placing a patient’s name, room num- 
ber, and coded data which must be re- 
peated on every form of service re- 
quests for X-Rays, certain treatments, 
etc. ‘This assures accuracy in patient 
identification both for the service and 
the billing operations. One hotel chain 
made similar use in putting guest 
identification data on various bills, 
charges, and ledger cards. 

The Trust Department of a large 
Midwest bank marks their Trust Tick- 
ets with this stencil. “Trust accounts 
are usually composed of holdings, 
which are subject to such changes as 
payment, liquidation, or dividend col- 
lection. When such activity occurs, 
the action must be legally noted on the 
holdings. An authorization to with- 
draw the security from the vault must 
show the account identification, and 
State specifically the item to be with- 
drawn. The stencil is used to enter 
the security identification, such as 
“Commonwealth Western, debenture 
fives of 1952.” Although the account 
names are different on each ticket, the 
security will be the same on all. 

Not only has this method proved 
faster and more accurate, but the forms 
no longer have te be sent to anothei 
department for mechanical entry of the 
repetitive data, 

In any application of these stencils 
to your present system, procedure flow 
of all forms is unhampered and unin- 
terrupted. Your present routine will 
function better, as well as showing 
benefits in economy. m/m 








Good opening... 


for the whole office is this electric MailOpener . . . which opens 
mail in minutes, gets the office under way earlier. 

This MailOpener has a guarded rotary blade that snips a 
hairline edge off an envelope—any size, any stock—as fast as 
you can feed it. It pays a real profit in time saved .. . Ask the 
nearest PB office for a demonstration—or write for booklet. 


PITNEY-BOWES, INC., 4518 Pacific St., Stamford, Conn. 
Originators of the postage meter, 93 offices in U.S. & Canada. 


FREE: Handy wall chart of Postal Rates for all classes 
of mail, with parcel post map and zone finder. 


PITNEY-BOWES 


© 


 MAILOPENER 
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NEW 
EXTRA-STRONG 


STAND 


Designed especially for 
costly office machines » 


aa 


- hi " 

f a ‘ 

j i ‘ 
‘ \ . 


Styline 





Practically impossible to upset. No sway, 

no tip, no skid...no more high repair 

bills due to accidental damage! 

Design-constructed to serve 4 ways: 

1. Provides a safe, rock-firm foundation 

2. Styled to blend with modern offices 

3. Offers most leg room...no snagged 
hose, bruised shins 

4. Increases employee efficiency 

Protect your investment with Styline 


Send card for FREE folder on complete line! 





Webor Brothorsa METAL WORKS 


110-M North Jefferson St., Chicago 6, Ill. 
QUALITY PRODUCTS SINCE 1885 


(Circle 667 for more information) 





He RICE VALET 


END ALL “WRAPS” PROBLEMS 


Reduce Absenteeism 


— keep employees’ wraps dry 
aired, and in press 


With Office Valet 
wardrobe equip- 
ment employees 
do not face 
weather in damp 
clothing that has 
been crumpled in 
lockers, do not 
eat soggy lunches 
soaked by wet 
hats or mittens. 
The 4-foot 3-U 
rack, illustrated, 
accommodates 12 
employees with 
spaced coat hang- 
ers, individual hat spaces, umbrella 
racks and overshoes shelf. Other units 
with or without lock boxes, in sizes 
and capacities for every office, store, 
warehouse, factory or institutional need. 








Write for Bulletin OV-22 





VOGEL-PETERSON CO. 


1121 West 37th St Chicago 9, Ill 





(Circle 664 for more information) 
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GUARD AGAINST KEY TROUBLE 


Why put up with another day of troubles with 
Lost Keys... Mixed-up Keys... Stolen Keys 
... Poorly Cut Keys... Expensive Lock Re- 
placements . . . Damaged Equipment .. . ? 
BE FREE, WITH... 


an ai! 
Moore Control 


‘A method for filing dnd controlling keys 


FILE AND FIND KEYS FAST 
Easy to install... Simplicity itself. Keeps keys 
... right at the end of your finger tips! 


For complete details write 


P.O.MOORE CORP. 


cielem-Sa.m-\7-mem, (-). me ale ae ae, ee 
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wo USE 
LOOKING, 


OSCAR 1.1. YOU 
CAN'T SEE MY 
PAYCHECK 
THROUGH THIS 


‘OUTLOOK’ 
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PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 


Paycheck “Outlook” Envelopes are abso- 
lutely opaque. Essential 
when wages are paid by 
check, Nothing shows but 
the employee’s name. This 
improves personnel rela- 
tions. 

Send for Samples 
and Prices Today 


(Circle 643 for more information) 
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If you employ more than 20 people, chances are 





your office is overstatted: 


a sequel 





Editor's Note: In an article in Manage- 
ment METHODS in November, 1951, 
Paul B. Mulligan's work on clerical cost 
control was reported. This story evoked 
more reader interest than any article we 
have ever featured, as evidenced by 
over 700 written responses to Manage- 
ment METHODS, plus numerous inquiries 
directly to Mr. Mulligan. The article be- 
low reports a single case history of what 
happened when a clerical cost control 
program was installed in a large organ- 
ization. 


es How docs clerical cost 
control really work? 

The question can be answered by 
studying a case history of Continental 
Can Company’s experience. This com- 
pany has completed a series of surveys 
covering about 450 employees which 


1, of those clerical 


represent about 25% 
workers who will eventually come un- 
der clerical cost control. 

Working with standards is not new 
to Continental employees. Output of 
production workers has been measured 
since 1945. Clerical standards are only 
an extension of a control procedure 
that everyone is accustomed to using. 
This is probably why the clerical cost 
control program has been accepted by 
management and employees alike with 
comparatively little difficulty, 


Establishing the Program 


A clerical cost control department 
has been established as a branch of the 
Comptroller’s department. It is headed 
by a manager and a staff of 14 analysts, 
trained in the techniques developed by 
Mulligan. ‘They are men with the 


analytical ability to always look for 
short cuts on how to perform a cler- 
ical operation better and faster. ‘They 
are also sufficiently familiar with com- 
pany requirements to spot any unnec- 
essary or duplicated efforts that can be 
eliminated. 

The analysts work in pairs and are 
assigned to the same or similar depart- 
ments from one branch office to an- 
other. As an illustration, one team 
will concentrate on sales offices, an- 
other on production planning depart- 
ments, and a third on accounting de- 
partments. By observing the methods 
used in performing the same work for 
a number of offices, there soon devel- 
ops a pattern and standardization in 
how the work can best be accom- 
plished. It also follows that identical 
standards are used where work is the 
same, and installation of standards can 
be completed more quickly than if dif- 
ferent teams were assigned. The ana- 
lysts work with the department head 
or section leader of the department 
under survey, in an office removed 
from the department to prevent dis- 
rupting the normal work of the depart- 
ment. 

Procedure flow charts are prepared 
that graphically depict every operation 
of the department. These operations, 
of course, are agreed upon by the de- 
partment head as they are being chart- 
ed. Any disagreements on how the 
work can best be done or eliminated 
are settled right then and there. 


Work Standards are Applied 


When flow charting has been com- 
pleted, standards taken from Mulli- 


CONTINENTAL CAN REPORTS HOW CLERICAL COST CONTROL OPERATES 


gan’s Manual of Standard Time Data, 
are established. This manual, pre- 
pared by his staff from continuous lab- 
oratory research on all office appliances 
and time and motion studies of all 
forms of office work, contains standards 
for all clerical operations. Allowances 
for personal needs, rest periods, and 
fatigue are included in the standards. 
The build-up of the standards is re- 
viewed in detail with the department 
head or section head so that there is 
no mystery about the measurement 
tool he will use to run his department 
more efficiently. 


How Results are Reported 


A monthly comparison report is 
then prepared to indicate to the de- 
partment head the efficiency of the per- 
sonnel for which he is responsible. He 
had no means of determining this ex- 
cept by observation, prior to the instal- 
lation of standards. 

The monthly report supplies infor- 
mation about the over-all operation of 
each department, From this monthly 
comparison, a breakdown by position 
is made: 


Hours Budgeted Net 


for Available Jo 
Position Measured Jobs Hours Efficiency 
1 77 147 52 
2 81 148 54 
3 76 138 55 
4 79 140 56 
5 (2 employees) 185 309 60 
6 84 lav 61 
7 96 147 65 
8 98 143 68 
9 109 137 80 
10 (2 employees) 232 278 84 
11 16 137 85 
12 119 140 85 
13 131 139 94 
14 134 137 98 
1617 2277 


With this breakdown it is an easy 


methods 


e- 
r- 
le 
K- 


matter to determine the positions in 
which to examine the workloads and 
output to increase efficiency. 


What the Program Accomplished 


So far, clerical standards have been 
placed into operation at the following 
locations: 

Two Departments at Head Office 

Nine District Sales Offices 

Eight Plant Accounting Departments 

Six Plant Production Control De- 
partments 

This points up the flexibility of the 
control system in that it can be utilized 
in any office where there are repetitive 
operations. 

With the monthly performance re- 
port the department head has a true 
gauge of his work output. 

With clerical standards, a balanced 
workload can be maintained between 





employees in the department. An em- 
ployee has a way of knowing how his 
performance measures up to what is 
expected of him. It works to the advan- 
tage of not only the one that has too 
much work assigned to him, but also 
to the one that does not have enough 
to keep busy. Basically, an employee is 
much more satisfied knowing that he 
is carrying his proper share of the load 
in the department. m/m 





want more 


information 


about keyed editorial and 
advertising material in this issue? 


Circle the key number, or key num- 
bers, on the Reader Service Card 
and fill in your name, address, etc. 
Postage is paid. 











october 1953 





STYLED BY CARL OTTO 





NEW “V.P” MAKES - 


Edison's (new) sw fashioned individual dictating instrument 
scores instantly on looks, size, ease of use and carrying 


Slim but sturdy, tiny but tough, 
the V. P. is EDISON-designed for 
daily desk use. Ingenious fea- 
tures: automatic disc position- 
ing, push-button indexing, scan- 
ning, playback and—dual use for 
transcribing as well as dictating! 


The V.P. uses the superb EDISON 
Diamond Disc, which integrates 
perfectly with EDISON TELEVOICE, 
the new-fashioned phone dicta- 
tion system. Don’t wait—PLAN 
YOUR NEEDS NOW for the popu- 
lar V.P. 


Q Edison. 


INCORPORATED 


Tuck it under your arm or into 
a briefcase. No carrying cases to 
lug. Cross-town or cross-coun- 
try, take your V.P. along. Small- 
est, lightest, easiest to carry, it 
records as you go, like a high- 
speed, precision camera! 


EDISON V 





‘ 
.) 
‘ 
x 


(Circle 621 for more information) 


GET THE FULL FACTS 


about today’s most ad- 
vanced dictating instru- 
ment in free, full-color 
brochure. Just clip cou- 
pon to your letterhead 
and sign. Or phone local appress 
EDISON VOICEWRITER 
office. 





Famed industrial designer, Carl 
Otto, has won the National In- 
dustrial Designers’ Institute 
Medal for his design of the V.P. 
Experts say the V.P.— today’s 
most wanted dictating instru- 
ment—is first by far! 





RITER 


NAME 


CITY 


OK., send me 


ANNUAL AUDIO ENGINERRING AWARD 


Technwal Excellence in the 
Design anc Manufacture of Dictating Instruments 


Tromos A sora incorporated 


ue an ‘tekoerter 








This is the prized Audio Engi- 
neering Award, won by the V.P. 
for “Excellence in Design and 
Manufacture of Dictating In- 
struments.” The V. P.’s patented 
features include unequalled 
High Definition Recording. 


(PPP PPP PPP IVPPPP@PPPPIPPIPIPPAPA@aA@@@@PZsIZaaZasZawaae 


EDISON, 23 Lakeside Avenue, West Orange, N. J. 
“V.P.”’ brochure—no obligation. 


COMPANY en 


———S STATE 
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So why not see RONEO in 
action... right in your 
own office? Demon- 
strations gladly 
arranged. 
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Send for folder — 
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al 
1 Wa Btn. 
now that we have a 


And so am I... and no wonder. He’s tickled 
pink with the work I’ve been turning out on 
the RONEO Duplicator . . . and the beauty 
of it all is that it takes less time and effort 
than before . . . and costs less! 


That’s because my RONEO Duplicator 
is so easy, fast and simple to operate. 
And oh, so clean! No more smudged 
work, messy ink-stained hands or 
time-consuming adjustments for me! 


Take color change, for instance. Usu- 
ally a pretty tricky job . but not 
on my RONEO. I can do it in less than 
a minute and | don’t even have to 
touch the drum. But that’s not all. 
RONEO even thinks for me. When | 
need a certain number of copies | just 
set the dial, press a button and my 
RONEO does the rest. That’s what they 
call the Automatic Counter and Shut-Off. 


Of course, that’s only part of the story. 
With my RONEO Duplicator | can re- 
produce anything — letters, signatures, 
illustrations and even photographs 
(halftones | think they call them). 
That gives my boss the chance to pep 
up all those bulletins, sales sheets 
and catalog pages and other stuff we 
get out. In fact, my boss claims that 
RONEO is the one duplicator that of- 
fers the nearest thing to printing at 
far below average mimeograph costs. 
No wonder he's happier! 


ef 


\* 














“Mimeographing 
Without 
Stencil Cutting”. 
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Amortization Plan 


PROTECTS AUTO LEASERS 


AGAINST USED CAR PRICE DROP 


es new plan is currently liberat- 
ing users of leased auto fleets from the vagaries 
of the used car market. 

Under conventional arrangements, a_ fleet 
leasing company heads off drops in used car 
prices this way: monthly charges to users include 
2°% of the car’s original cost to be set aside in a 
reserve fund. If, at the end of the year when the 
fleet lessor sells the car, it brings in a higher 
price than the amount in the reserve, the com- 
pany that uses the car gets the difference. But 
if it sells for less than the reserve kitty, the uset 
pays the difference. With the used car market 
in its present chaotic state, this set-up is giving 
leased auto fleet users a feeling of great uncer- 
tainty. 

The “Amortization Plan’—available only to 
companies leasing a minimum of 100 > cars— 
divorces the user from resale fluctuation head- 
aches by basing rentals not on car values, but on 
the amount the user would ordinarily write off 
his books if he bought the cars and wrote ofl 
the entire value in three years. 

A company buying autos for their salesmen, 
for example, would enter them on its books 
at the original cost price, then write off one- 
third the value each year for three years until 
they were completely depreciated. Meanwhile 
it might be paying four percent interest on the 
original investment as well. 
monthly 


The lessor figures its three-year, 


rentals by: 
—establishing the total cost to a com- 
pany if they bought their fleet, 
—viving a 1214°%% discount off the list 


price, 





Ford V8 Tudor available on lease 





“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 


YBEP.TYPERITE 
INDEX TABBING With 
Pica Spaced Inserts!” 



















Accurately ( 
were | SAVES 96° TYPING TIME 
ace 
sas aa On Typing |, 2 or 3 Line Titles 
r 
nobel @ Typing is Faster, Easier 
If [Typewriter Use.” . @ Always On a Straight Line! 
a. oi @ Titles Are Neater, Cleaner! 
; An @ Ends The Need For Tedious, 
a AICO me Fatiguing Soft Roller Wore. 
L Exclusive! SZ |p - 
PALLY een 
EASY, Vals Ler \ EQUIRED rN \ 
—No sort ® Val \C ) 
(| 


IT’S THE SPACING THAT DOES IT 


The new AICO TYPERITE TABBING has blank inserts spaced 
exactly 2 and 3 picas deep to permit use of the line space lever 
when typing titles. This ends the need for soft roller work when 
centering or positioning the titles on the insert strips. Just set 
the line space lever for 1, 2 or 3 spaces and you breeze right 
through the job. 


Now, At Your Stationer or Write Dept. 3 For FREE Sample! 


AIGNER 
INDEXES 


97 Reade St., New York 13, N, Y. 
426 S. Clinton St., Chicago 7, Ill. 
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The 
Vi "9000" LINE 
ACCOPRESS PIN PRONG 
BINDERS 





Now! Available at your stationer’s, another ACCO First! 
A specially designed binder to house, protect and pre- 
serve your marginally punched forms—sales slips, orders, 
bookkeeping records, ete. These binders are equipped 
with a specially designed “ACCO Pin Prong Fastener” 
with narrow '4” prongs which easily accommodate the 
small holes of all pre-punched sheets. The “9000” Line is 
made of genuine pressboard and is available in any of 
ACCO’s five famous colors, as well as of heavy binder 
board covered with blue canvas or black pebble grain 
cloth. Sizes and styles to meet all your needs. Ask your 
stationer or write direct to: 


ACCO PRODUCTS, INC. 
Ogdensburg, New York 
In Canada: Acco Canadian Co., Ltd., Toronto 


(Circle 601 for more information) 
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AVE 


ema - correction tape 
(anally (lili ie’ 


QUICK, CLEAN, NEAT 
NO MESS, NO FUSS 


And the boss will like it too — it 
saves him time and money. Yes-— 
Avery Kum-Kleen Correction Tape 
easily solves fluid duplicator prob- 
lems and serves a real need for a 
multitude of satisfied customers. 
There's nai scraping, sreune *; ter over part to be corrected. 
smearing — for corrections of fluid Xeeds no moistening . . . it’s just 
duplicator masters are quickly, LAID ON with a finger-touch. 
easily and neatly made. Avery 
Correction tape is a proven prod- 
uct — available in either sheet or 
roll form. 





1. PRESS ON reverse side of mas- 


Sheet form Avery Correction 
Tape can be kept close at hand in 
desk drawer for instant use. It’s 
available in sheet form in acetate 
covered packages. Two popular , 
widths — 1/6” tor single line cor- 2+ TYPE ON with a light touch, 
rections and 2/6” for two line cor- i" the same carbon. No need to 
ae 10ns and < oO oO line ¢ remove the master from the type- 
rections. writer . . . no realigning. 

Rolls of Kum-Kleen Correction 


DEALERS—Keep adequate stocks 
Tape, ready for use in a handy 


of fast selling Avery Correction 


Kum-kKleen tape dispenser, are Tape. Build sales with Avery’s free 


boxed in 1/6”, 2/6” advertising aids — displays, mats, 
~ and 5/6” ‘ idtl literature. See the Avery salesman 
ate wiaths. —_or write for samples! 






| avery ADHESIVE LABEL CORPORATION 


117 Liberty St.,New York 6 608 S. Dearborn St., Chicago 5 
1616 California Ave., Monrovia, California 
Offices in Other Principal Cities 


Please send me samples of Avery Kum-Kleen Correction Tape 


My Name_____ ee ee es 
Company kc i areata 
a ee ae ee na ee Sea 


City. oS a eee 
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—adding the 4% interest for three 
years (less, if the user can get a 
lower financing rate), 

—and dividing the total by 36 
months. 


On a 1953 Ford V8 Tudor Mainline, for ex- 
ample, the tab would be tallied this way: 


List ce $1652.95 


Less 1214% discount 206.62 
1446.33 
Tax 134.00 


1580.33 
Hot water heater, $43.89 less 
1214% discount 38.40 


1618.73 
4% interest of $1618.73—$64.75; 
3 (years) @ $64.75 ........ 194.25 


$1812.98 





Monthly rent is $1812.98 divided by 36, or 
$50.36, which can be considered a legitimate 
operating expense, and as such, is completely tax 
deductible. 


How Savings Are Realized 


The three-year Amortization Plan rate, under 
which the user maintains and fully insures the 
cars, includes 1,000-mile factory inspection and 
the manufacturer’s standard warranty. Com- 
pared to the usual monthly reserve plan the rate 
is slightly higher. But here’s what can happen 
to a $1,700 car under the reserve arrangement: 


ry of cost held in reserve $34.00 
4% rental 8.50 
44/0 
Total leasing cost . . $42.50 
] 


However, a $1,700 car right now brings in 
only $1,200 at the end of a year. Thus: 


Actual amortization 
($1,700 minus $1,200) 
Reserve ($1,700 times 2%, times 


12 months) .. 408.00 


$500.00 


Additional rent to be paid by users $ 92.00 


Faced with being tied to the uncertainty of 
the used car market, the average user of leased 
fleet cars might profit from an investigation of 
the new liability-less plan. 

For more information and free literature, 
Circle number 675 on the Reader Service Card. 





Perhaps you may 


want to do this, too! 


A Car Pool serves many people who need trans- 
portation only part time... 


- + - our Tabulating Equipment Pool serves 
many companies who need punched card equip- 
ment only part time. 


What they do: 


These companies use our modern punched 


card equipment as they need it and pay propor- 
tionately. 


They no longer worry about acquiring equip- 
ment, leasing space or training personnel. 


In addition they get better and more compre- 
hensive reports in less time and at reduced cost. 





Undoubtedly there are operations in your com- 
pany which can be done more efficiently and at 


a savings through the use of our statistical 
service. 


Why not telephone or write us today? 


Re Eee tins & See ical | ee ive 


DETROIT INTREAL-TORONT 
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... a carefully planned 
rouping of handsome, modern 
office furniture . . . styled to 
lend beauty and luxury to your 
office without the sacrifice 

of efficiency. See your 

Imperial dealer or write 

for particulars, 


MPERIAL DESK COMPANY 


Evansville 7, Indiana 








(Circle 633 for more information) 





“...men and machines don’t work 
in a vacuum. Though you may satu- 
rate your Work Stations with skilled 
workers and modern tools, they can 
produce efficiently only when ‘com- 
munity’ factors like traffic control, 
and adequate lighting, and proper 


communications—and even creature 
comforts—are properly integrated.” 





GEE Ven a correspondent 
at the home office of the John Hancock 
Mutual 
soston has a letter to dictate, he simply 


Life Insurance Company in 


picks up his intra-office telephone, dials 
“O” and dictates. This new system, 
now in the experimental stage, is the 
first of its kind in the world. Eventu- 
ally, the method will be extended to 
serve 700 people within the network 
of the 2000 
phones. No re-wiring will be necessary. 

Telephone dictation, aside from the 
convenience to workers, will reduce the 
half. 
Typists in the transcription pool can 


company’s intra-ofhice 


cost of new equipment one 
now operate at an easy, steady pace 
without periods of idleness or late after- 
noon rush loads. A _ correspondent 
ready to dictate does not have to wait 
for a warm-up period, nor for an avail- 
able machine. Letters are transmitted 
without delay, for it is not necessary 
to wait until the recording belt is filled 
and to transport it to the transcription 
department. 

A selector automatically connects the 
dictator with an open receiving unit. 
The conventional dial tone indicates 
the line is open and a short “beep” 
signals that the recorder is ready for 
use. ‘The user simply puts his finger 
on a button in the hand set and starts 
his letter. 

A correction is made by dialing “4,” 
causing the recorder to mark the mes- 
The corre- 
spondent says “correction please” and 


sage belt at that point. 


He can cancel the 
entire letter in the same way and the 
transcriber need only scan the plastic 


states his change. 


belt for these markings before starting 





dial “O, ane 





THE INTRA-OFFICE TELEPHONES AT JOHN HANCOCK 


ARE USED AS DICTATING INSTRUMENTS, TOO 


by Edwin K. Langville 


to type. 

By dialing “8” at the end of his 
communication, another symbol is re- 
corded on the belt so transcribers can 
tell how much space the letter will take 
before starting the typing. 
spondent wants to hear twenty or thirty 


If a corre- 
words read back, he simply dials ‘‘6.” 
If the 
monitor to have the entire letter read 


user has occasion to call the 


back for any other reason, he re-dials 
a oR 
to sound in the transcription depart- 


This causes a series of “beeps” 


ment and a light appears beside a num- 


ber on the = switchboard indicating 
which of the recorders in the bank is 
calling. 

The 


units are mounted on cabinets which 


banks of electronic recording 
enclose the wiring and are located at 


one end of the central transcript room 


on the seventh floor. One recorder may 
serve anywhere from six to twenty peo- 
ple and eventually, groups of recorders 
will be divided by departments. 
Recordings are made on inexpensive 
belts of cellulose about five 
inches wide. These are discarded after 
one transcription. Each 
fifteen minutes of dictation; in the case 
of a very long letter, the dictator calls 
the transcriber’s attention to the con- 


acetate 


belt carries 


tinuation on a new belt. A steady tone 


warns the user when he is fifteen sec- 
onds from the end of a belt. A monitor 
changes belts in a few seconds and a 
series of “beeps” are heard on the tele- 
Each 


of the fifty or more desks in the pool 


yhone while this is being done. 
a 


iS equipped with a transcriber which 


takes up no more space than a tele- 


methods 








A BANK OF RECORDING UNITS AT THE CENTRAL STATION 


phone book. The operators listen by 
means of small comfortable head sets. 
Simplicity of the system makes 
lengthy training unnecessary. Groups 
are now receiving all necessary instruc- 
tion in one hour demonstrations con- 
ducted by Herbert W. Irish, coordi- 
nator in the company’s planning divi- 
sion, and by Edwin F. Sands, represen- 
tative of the installation company. 
New users are shown a performance 
film. After a demonstration of the 
equipment and a few words of instruc- 
tion, followed by a question period 
and a trip to the transcript room, the 
correspondents are able to return to 
their desks and start using telephones 
for dictation. ‘The company represen- 
tative is on hand for trouble shooting 
and individual attention when needed. 
A few important rules are stressed to 
insure efficient operation of the new 
system. Before a correspondent begins 
to dictate, he must identify himself by 
name, division and floor; otherwise his 
communications may be lost. This in- 
formation must be repeated on every 
new belt. All instructions such as the 
number of copies and so forth are 
given at the beginning of each com- 
munication. Each transcriber is 
equipped with a list of division man- 
agers, so it is unnecessary to repeat 
this information. 
Other rules are those generally fol- 
lowed in any form of dictation, such as 
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giving numbers by naming each digit 
like ‘four - three - five - one’”’ and by 
spelling out of proper names. Para- 
graphs and unusual punctuation are 
specified by the dictator. In the case of 
“rush” material, the user re-dials “O,” 
calling the monitor, who places that 
particular belt ahead of the others in 
the work basket. 

The system functions best if each 
piece of correspondence is handled as 
it comes along, without tying up a 
machine with a backlog of dictation. 
At present, phones may be used for dic- 
tation only during the normal work 
day when the recording bank is moni- 
tored. Eventually, overtime hours will 
be covered. 





TV system provides 
new eyes for Washington bank 


One of the oldest banks in the 
country, the Riggs National Bank of 
Washington, has introduced television 
into its business operations. An office 
of the institution can sit at his desk, 
and by means of a pint-size TV system, 
scan records of the bookkeeping de 
partment several blocks away. 

The closed-circuit TV system keeps 
the main office in constant touch with 





HOW OUT-OF-DATE IS YOUR 





INTERCOM SYSTEM? 








Change to Today’s Most Modern and 


- 





Noisy amplifiers — lack of privacy — 
high costs for rented equipment — ineffi- 
cient operation. The four nuisances of out- 
of-date intercom systems are all eliminated 
when you change to ‘Private Line’. 

Completely new design gives you, in one 
system, all of the really new advances in 
intercommunication. Improved switching 
mechanisms, simplified circuits, faster dial 
Operation and many other features make 
‘Private Line’ the most modern of all inter- 
communication systems. 

Contact with anyone in your organiza- 
tion is a matter of seconds with ‘Private 
Line’. New, simplified circuits help you 
“get your man” faster than on any other 
system. 

Individual phones have exceptional clar- 
ity of tone. There is no ‘‘What’s that 
again?” on Private Line. Voices are dis- 
tinct and true-toned. You can’t get a bad 
connection, 

Because your every intercommunication 
problem is handled by one system, ‘Private 
Line’ will save you money from the very 
first day! High rentals for extra outside 
telephone facilities are eliminated — there 


Complete Telephone System... 


Y Private Line’ 


is no more lost time spent in walking, wait- 
ing, tracking down information. These sav- 
ings can pay for your ‘Private Line’ System 
in one year or less! . 

‘Private Line’ systems can be expanded 
from 10 up to 1000 or more stations. 

Write today for further information on 
‘Private Line’ — the one system that can 
fulfill your every intercommunication 
requirement. 





TELEPHONE & 


72 Britannia St., Meriden, Conn. 
(0 Send me the full story of PRIVATE LINE 
systems. 
(J We would like a survey of our intercom- 
munication needs and actual savings. 


Signed. 





“ 


ompany 





Address 
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The control tower for your business is your office. To 
keep pace with the modern production methods and increased 
speed of this mechanical age, it needs to be 


designed to make most efficient use of floor space and 


your office aroun 


BROWNE-MOR 


Uaatiitin: 


personnel. Browne-Morse office equipment is especially 
designed to expedite work in the modern office. Its beauty, 
comfort, convenience and durability make your day’s work 
faster and easier. Such careful office engineering and a 
42-year reputation for quality have made the Browne-Morse 
Company known as Architects of Efficiency 


for America’s Offices. 
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the recently moved bookkeeping offices. 
The banker merely flicks a switch at 
the side of the desk, requests the items 
he wishes, and almost immediately, 
they appear on the screen. 

Not only will the closed circuit tele- 
vision system save time, money and 
wear and tear on both bank personne] 
and customers, but actually makes it 
possible for the Riggs bank to “beat 
the time and space angle’ and remain 
in its location across from the U.S. 
Treasury Department and the White 
House, where it has been since 1836. 

The new equipment was installed in 
a bank officer’s desk to provide privacy, 





proper viewing angle and _ lighting, 
minimum of distraction and suitable 
appearance. The desk was especially 
designed and built. The customer, by 
drawing up his chair at the officer's 
elbow may, himself, see the records 
as they are flashed on the screen from 
the distant office. 





The system consists of only two 
units: a small light-weight camera 
about the size of a 16mm home movie 
camera, and a combination monitor 
power supply-control unit housed in 
the desk. The equipment is designed 
around a new camera tube which is 
only one inch in diameter and six 
inches long, yet is almost as sensitive 


methods 





as the much larger studio type tube. 
The scanning frequencies of the system 
are the same as those of standard 
broadcast television.. . 

Banking is one of the newest and 
most challenging of the growing list of 
industrial and scientific fields in which 
television promises increased efficiency, 
improved products and _ services, and 
elimination of errors. 





New plastics cut conditioning 
costs, filter harmful light rays 


After more than three years of suc- 
cessful field tests in industry, two ther- 
moplastic products have been released 
which afford protection against the 
sun’s heat, glare and ultra violet rays. 

The South was chosen for initial tests 
because of the relatively stronger sun- 
light that region enjoys. Most of the 
work was done in North and South 
Carolina with textile mills, since light 
is an important factor in this industry. 
Many dyes are affected by strong sun- 
light which causes an unbalance of 
color in the manufacture of cloth. The 
introduction and use of these products 
resulted in shadowless diffusion of 
light, solving former difficulties. 

30th in the laboratory and in use 
on different types of industrial plants, 
tests reveal that the new thermoplastics 
will filter out up to 95% of ultra-violet 
rays and eliminate approximately 80% 
of infra-red transmission. 

A spray-on plastic coating, and a 


solid sheet plastic, they have materially. 


cut air conditioning, fuel, and electric- 
ity costs in the plants where they have 
been used. Applied with a spray gun 
to the exteriors of windows, sashes, and 
even building materials, the film is 
weather resistant. In its field tests, it 
has remained in the same excellent 
condition for more than three years. 
Both the film and the sheet are trans- 
lucent. Available in three scientifically 
balanced colors, blue-green, light gray 
and frosty white, they provide diffused 
working light over a wide area, which 
makes for cooler, more satisfactory 
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Pick up a ‘phone 
and dictate... 


OLE ALL, RT 


Dictation by telephone has been perfected in Tele- 


... but be sute 
r cord—by Dictaphone. 
theres ee Dictaphone’s adaptable Telecord System links any 


number of dictators to one or more central recording 


machines, using simple, low-cost desk telephones. 


DIC APHO N Ec Check these Dictaphone Telecord highlights— 


Vv Exclusive, easy-to-use complete controls. 


Vv Private line service for every dictator. 
IM E-MAS ER Vv Simple, tamper-proof operation. 
¥ You merely talk into a phone... get back 


ating ohare ES 
of the line! 


go down. 





And remember, only Dictaphone Telecord has 
the TIME-MASTER—the world’s favorite dictating 
machine—on the other end of the line! 








Transcribing departments benefit from the unmatched 
clarity of the TIME-MASTER’S unique Dictabelt, The 
whole system enjoys unequaled dependability at its 
nerve center. 

Have a Dictaphone Telecord survey made of your 


office, without obligation. 

















j 7 
| Dictaphone Corp., Dept. ME 103 | 
| 120 Lexington Ave., N. Y. 17, N. Y. | 

, | Please send me my free copy of “Dictation by Phone.” | 

DICTAPHONE | | 

| 

| Name | 

CORPORATION | | 

. | Company ee | 

Greatest name in dictation | | 

Street Address 

i oo | 

SEND IN THE COUPON NOW—— P| oy? See aes j 
ina a a ale ed ai cass casa ine aiken aici ie ae ee ee ee 
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that no amount of office abuse 
will dent, deform or disfigure 








Now you can have office chairs with a virtually 
damage-proof base—a base that will never have to be 
refinished because there’s no finish to be refinished. 
It’s a solid, one-piece, molded fiber glass unit that 
will never need more than a wipe with a cloth to keep 


it looking like new. 


Your Sturgis dealer is now showing both executive 


and stenographic chairs with fiber glass bases. What’s 





a 


J 


Self-leveling 


The flex characteristics of this 
fiber glass base are such that 
regardless of the unevenness of 
the floor, the occupant’s weight 
keeps the chair absolutely level. 


7 You can't see 9 
4 the quality that's 
. engineered into 












oO 
= 
= 






Cures “foot-trouble” 


Office workers are prone to in- 
flict scars and scuffs on chair 
bases. But a fiber glass base is 
a sure cure for this sort of 
“foot trouble’’. 










more, these chairs may be selected with the visible 
steel parts finished in STURLON®, the extraordinary 
new finish which has 10 to 20 times the abrasion 
resistance of other finishes, is warm to the touch and 


is non-corrosive. You can’t beat that combination! 


Za 


GoD) wos: 





ee THE STURGIS POSTURE CHAIR COMPANY 





Noiseless! 


The sound deadening charac- 
teristic of fiber glass insures 
virtually noiseless movement 
of the chair, even on rough 
and uneven floors. 








Smart, beautiful patterns 


The glass fiber formations 
produce a pattern of distinc- 
tive beauty—introducing a 
brand new decorative note 
into office chairs. 


URE CHAIRS 


(Circle 658 for more information) 


e STURGIS, MICHIGAN 
For complete information and the name of your nearest dealer, Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, Illinois 





working conditions. Shades and vene- 


tian blinds are usually unnecessary 
when either of the thermoglare prod 
ucts is in use. 

The sheet plastic 
gauges, both of which admit almost an 
The size of 


comes in two 


identical amount of light. 


the window area determines. which 


thickness is used. The sheet is said to 
be shatter-proof and is designed for use 
as window panes. 

For more information. Circle nurm- 


ber 673 on the Reader Service Card. 


Installing air conditioning 
to meet building restrictions 


An ingenious room air conditione) 
installation in Havana, Cuba, provides 
the answer to a widespread problem: 
How to install a room air conditioner 
where house rules forbid protrusions 
past the building line. 

Presented with the need for two 34 
ton units in an office containing only 
one outer wall, engineers placed the 
air conditioners, one under the other, 
in attractive wooden frames. The re- 
sult was as neat and unobtrusive as 
the standard installation in which part 
of the unit extends beyond the side of 
the building. 

The 1634” outer cabinet was brought 
within the building wall line by con- 











structing six inch extensions, made of 
wood and painted to blend with the 
interior color scheme, to look like at- 
tractive picture frames. 

The remaining portion of the outer 
cabinet is enclosed within the outer 
wall, with enough space left for a 
metal louvered 


decorative wood or 
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grille, which can be added to ‘clean 
up” the outside appearance. 

The following technical points must 
be considered in this type of installa- 
tion: 

1. A space of four inches on each 
side of the outer cabinet is minimum 
to allow for the condenser air inlet 
to the outer cabinet side louvers. 


WHLTHCKNESS » EXT. 
jo —— | 2" soln P| 
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2. The outer cabinet must be ex- 
actly level or pitched slightly down 
toward the outside to permit proper 
condensate removal. 


3. The 
carefully caulked at all joints so that 


rainwater drain should be 
heavy rainfall will not drain toward 
the room side of the header. 

4. The inside surfaces of the header 
and insulation should be coated with 
spar varnish or other watcr-proofing 
finishes to prevent soaking or warping. 

For more information about special 
installations, Circle number 689 on the 
Card. 


Reader Service 





have you ideas 


you'd like to see in print? 


Some of our best “Thought 
Starters’ and article ideas 
come from readers who are 
not professional writers. If 
you have a system or pro- 
cedure in your company that 
might make copy, send it in! 
For details, ask for our book- 
let, “Writing for Manage- 
ment METHODS.” Merely jot 
your request for a COpy on our 
postpaid Reader Service Card. 
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"Let's: talk 


systems..." 
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It’s surprising how much 
can be done to improve 
systems once every pos- 
sible avenue has been ex- 
plored. Often a practical 
solution, or a device that 
the key, is 
contributed by a man 
from the Moore organi- 
zation, who has a fresh 
viewpoint with plenty of experience. The systems de- 
scribed on this page are two Cases in point... 


ORDER-SHIPPING-BACK ORDER 


Shoe Company 


proves to be 





5-part Moore Continuous 
Form with Carbon Spot Tissue 


The Problem: 

As with most shoe companies, a large percentage of most 
orders cannot be filled in the original shipment. This 
company formerly had a complicated back-order system 
which required excessive posting operations and a sepa- 
rate back-order form. Besides being costly, the former 
system did not provide good control over orders, inven- 
tories, or sales-analysis data. 


The System: 
5-PART CONTINUOUS INTERLEAVED ORDER-SHIPPING FORM. 





When orders come in by phone or mail, the 5-part order form A) 
made up for each stock number on the order. This unit accounting 
aspect facilitates order picking, back-ordering and tabulating later 
in the system and is one of the keys of success. The other key is 
Moore Carbon Spot Tissue, used so quantities do not appear on 
hack-order ¢ opies. 


When set is complete, Part #1 goes to Tabulating 
for sales analysis and inventory accounting. Parts #2 
through #5 are sent to Shipping for processing. After 
order is picked and checked, back-order items are circled 
on Parts 42 and 43. The circled numbers are then filled 

(Circle 641 for 


in on the back order, Parts #4 and #5. (““Quantity”’ area 
on Parts #4 and #5 of forms has been left blank on first 
writing by means of Moore Carbon Spot Tissue.) Part #2 
is sent to Billing Department and Part #3 posted on the 
carton as a label. Back-order Parts #4 and 45 are filed 
by stock number. When stock is available, Part #4 is 
sent to Billing and Part #5 used for the carbon label. 
Thus, typing of the back order is eliminated. 


Savings and Gains: Control is positive, extra typing 
has been eliminated. *‘Unit’ stock orders simplify order- 
picking and back-ordering operation; eliminate extra 
posting and emphasize control. Moore Continuous forms 
permit speedy, economical order-form typing. Sales anal- 
ysis and inventory control are faster, more positive. 


ORDER-INVOICE 


Laundry Equipment Wholesaler 





6-part Moore Speediset 





The Problem: 

To get orders in the works, each branch used a 4-part 
padded form with carbons hand-stuffed. Most of the 
copies went to the warehouse. The head office typed a 
triplicate invoice, copying the same information, and 
adding new facts furnished by the warehouse. The sys- 
tem required recopying, used up time, caused delay. 


The System: 

6-pART Moore SpeepisetT. Copies as follows: #1 Invoice, 
#2 Posting, #3 Sales Record, 44 Office Record, #5 Deliv- 
ery Receipt, #6 Packing Slip. Copies #1, #2 and #3 are 
held (as unit) in office. Copies #4, #5 and #6 go (as unit) 
#5 (Delivery Receipt) and #6 
(Packing Slip) are shipped with the merchandise. Part #4 
(Office Record) then furnishes oshice with information 
needed to type quantities, prices and extensions on Copies 
41, #2 and #3. These copies, having complete information, 
are then detached and distributed. 





to the warehouse. Parts 


Savings and Gains: Time, work and paper are saved: 
rewriting and posting are eliminated. More accuracy, 
with no errors from transcribing information. Better, 
faster service with complete 
control. Savings in postage 
with back-and-forth branch 
mailings cut down. 


Arriving at the system that 
does the job simplest, quick- 
est, best, often goes smoother 
when somebody experienced, 
like the Moore man, lends a 
hand. The Moore people will 
send you, just for the asking, 
examples of systems improvement in your industry. Write 
on the card the operations in which you’re interested. 
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gioX? 
pare? 
g\or’> ; 
pate? 
gion? 


THE TODD COMPANY, Inc., Dept. MM-10-53 
Rochester 3, New York 


Send full details on Todd Protectograph Disburser. 


Name—__ 





Address 





patt 


City = Zone State. 








(Circle 664 for more information) 
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New grouping of modern 
modular wood furniture 

A complete line of office furniture, de- 
signed to provide a surprising variety of 
desks, cabinets and even room _ dividers 
through the use of stock modular units, 
has just been introduced. It solves the 
problems of unusual space and individual 
requirements in desk size and arrangement, 
without the necessity of special custom 
furniture. 

Designed to fit together, the stock com- 
ponents include ten top sizes, four desk 
pedestals and twenty-seven varieties of 
cabinets. By selecting suitable components 





from this stock group, the office planner 


can assemble a large number of furniture 
units to perform any desired office func- 
tion—from clerical and reception desks to 
executive desks and conference tables. Desk 
tops range in size from 30” x 48” to 36” x 
96” in stock sizes increasing in length in 
six-inch multiples. 

Desk tops and pedestals are surfaced 
with Realwood Formica in walnut and 
birch matched grains; legs and hardware 
are of steel, finished in triple-baked black 
lacquer. The variety of drawer arrange 
ments offered in the pedestal components 
permits the personal preferences and needs 
of all personnel—from typist to top execu 
tive—to be filled. 

These drawers have stock partitions to 


provide utility storage for stationery, of- 








could you 
handle 






every day? 


Smith, Kline, & French, Inc., one of the world’s 
largest wholesale drug firms receives, 
checks, processes, prices, fills, ships, and 
enters an average of 1000 orders daily 
using the Lamson conveyorized paper- 
handling system diagrammed below. 
Lamson engineers, working closely with 
company personnel, took most of the 
“work” out of paperwork—brought about 
a smooth flow of orders with less man- 
power and no confusion. 

Sixteen typists transcribe telephone 
orders, placing typed orders on a moving 
belt conveyor which carries them to the 
order control station for checking and 
shipment segregation. A vertical chute 
conveys checked order forms to the ware- 
house floor for filling, then to accounting 
for pricing and entry—high-speed, effi- 
cient, low-cost order handling with which 
Lamson’s customer is well pleased. 

Large or small, your paper-handling 
problem can be simplified and solved by 
a Lamson engineered system. This coupon 
clipped to your signed letterhead will 
bring full information. 

















Plants 
at Syracuse 
& San Francisco 





oo Offices in principal cities 
ee 2 
LAMSON CORPORATION ! 
i 710 Lamson Street, Syracuse 1, N. Y. ! 
i Gentlemen: ! 

Without any obligation on my part, please send ! 
! more information on how | can reduce my ! 
1 paper-handling costs. 1 
I | A ee ae ee | 
Company__ = eens ee 
i ae ——___—_—_____——._ | 
; Ci PO ee @ esi7 | 
Deak cee ae ee om ee 0 oe Om em Om ce ee en es J 
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SAVE 20/ 


on sealing costs! 


“Dial” gummed tape electrically 
The new Marsh Dial-Taper is real news to users 
of gummed tape. Dispenses all kinds, in widths 
to 3”, electrically. Select your length on the 
telephone-type dial, dial it, and out it shoots 
moistened with warm water. Sticks instantly. 
Saves 1/5 on tape, often more in man-hours. 


For more information or a free 
demonstration mail us this ad with your 
name and business letterhead 


MARSH Electric 
Olal-laper 


MARSH STENCIL MACHINE COMPANY 
36 MARSH BLDG. « BELLEVILLE, ILL. 


(Circle 638 for more information) 

















WHY 10,000 
SUCCESSFUL FIRMS 





use Evans 


GATHERING RACKS 


@ The roster of steady users reads like 
"Who's Who In Business'’. These canny office 
managers get their collating done in half 
time and at half cost of obsolete methods. 


@ 3,500 sheets an hour easily gathered by 
one worker, sitting or standing, without 
fatigue. 

@ GUARANTEED to produce quicker and 
more accurate results than any other col- 
lating aid on the market. 


@ All aluminum, racks collapse for setting 
aside. Each section holds 500 sheets at 
inclined angle. Use racks singly or two or 
more together for large assemblies. 


SHOWN: |8-section TU Rack at $25.00 
7 other Models, $10.00 to $16.50 


See Your Dealer or Write: 
EVANS SPECIALTY CO., INC. 
421 N. Munford St., Richmond 20, Va. 
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BINDERS 
FOR MANAGEMENT METHODS 


If you would like to retain your copies of Management METHODS, here’s a 
specially designed binder that will hold 12 issues without crowding. Looseleaf, 
it requires no post-hole punching. Pages open flat with no part of the gutter 
of a page hidden from view. Issues can be inserted in a second. The rich, 
maroon, leather-like cover is hard so that volumes may be stored ‘‘on end”’ 
in your bookcase. Each binder is embossed with the title ‘Management 


Single binder price is $3.95. Or, if you 
have back issues on hand, save a dollar 
by ordering two 


only $6.95. 


Check or money order must ac- 
company your order to: 


SPARTAN STATIONERS, INC. 


141 East 44th St., New York 17, New York. Phone: MUrray Hill 2-6694 


Tr rrrtrrtrtrtrtttettetetete ee 
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fice utensils, hanging files of various sizes 
and even cubicle files for 3” x 5” file cards. 
One special drawer unit for executive desks 
is completely concealed when closed, opens 
sideways into the kneehole section for easy 
accessibility. ‘These pedestals can be used 
with a leg frame to make small secretarial 
desks, or used in pairs where larger desk 
units are desired. A group of cabinets 
are also provided which may be mounted 
either on legs or hung on special wall 
brackets. ‘They come in two depths, 14” 
and 18” and in three widths, 30”, 42” and 
19”. 


For more information, Circle number 
684 on the Reader Service Card. 


New correspondence course 
for improved reading speed 


Executives who are unable to get through 
their reading, and who live too far from 
an established reading improvement cen- 
ter, can now speed up their reading via 
home-study. Originally used to speed up 
the reading of executive groups in the 
main offices of such companies as Gen- 
eral Foods, American Telephone and Tele- 
graph, McCormick and Company, the 
course has been packaged for home study 
to train executives in far flung company 
outposts. 

The ten-session course, which has been 
licensed by the New York State Depart- 
ment of Education, is unique in that it 
does not rely on any mechanical equip- 
ment. Improvement for the first few exec- 
utives to complete the course has aver- 
aged around 85% above starting speeds. 

For more information, Circle number 
679 on the Reader Service Card. 


Free-standing partitions 
are movable, easy to install 


The introduction of free-standing par- 
titions for use with modular office equip- 
ment has just been announced. They may 
be set up in any office; “runs” of parti- 
tions may be extended in any direction to 
fully enclose work areas. Departments, 
too, may be separated from other depart- 
ments for better work organization. The 
partitions can be easily moved or re- 
located with a minimum of effort. 

The connector which supports the free- 
standing partitions is a heavy metal angle 
that fits inside the partition post. It has 
a broad base which rests on the floor and 
can be fastened to the floor. A clamp is 
included to grip and hold the adjoining 
partition panel in its proper position. Floor 
connectors are slotted to provide adjust- 
ment for uneven floors. 

The partitions available include 48- and 
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Ly Bookkeeping 





ig you faced the problem of making the 

best paper and card for use in account- 

ing machines, what would you do? 

You’d make what you thought was a good 

paper and take it to the manufacturers of 

machines, ribbons and inks for testing. 

They’d find fault because they want their 

products to seem perfect. You’d go back 

and make paper that suited them better. 

You’d do this again, and again, until you 

had paper that worked best. 

That’s what Parsons did in making 

MECHANO FORM LEDGER and MECHANO 

FORM INDEX. That’s why they’re among 

the most popular with accountants, treas- 

urers, controllers and bookkeepers. Here’s 
why: 

> Both 50% new cotton fibers — tough 
enough for most uses, economical to 
buy. 

P Made in white and six colors. Use a 
particular color for each department, 
destination or product, saving time in 
sorting and distribution. This is Par- 
sons ‘“‘color-control’’®, 

® Both paper and card are solid, not 
pasted together. They can’t split and 
make costly copying jobs. The cards 
stand erect in your files, don’t droop 
like tired tissue. 

P No-glare surface that’s easy to work on, 
Precision controls in manufacturing 
and sheet-by-sheet inspection guaran- 
tee uniformity and no waste. 

> Erasing by rubber, scratcher or chemi- 
cals leaves a smooth surface the same 
color. No time wasted copying sheets 
spoiled by erasing. 

BP Yet MECHANO FORM ledger paper and 
index cards cost no more than other 
makes of similar quality, 


FREE BOOKLET TELLS HOW TO 
BUY ECONOMICALLY 


Like to have the “inside story” on what 
makes good bookkeeping paper? Send for 
booklet ‘“‘Papers and Index Cards that 
Wear Better and Last Longer”. It will 
tell you how to buy forms economically 
and decide which records should go on 
what strengths of paper or card. Complete 
and mail the coupon now. 


rARSONS 


Seaaaon 
Or 0 


© pec 1983 
ere -_ 


PARSONS PAPER COMPANY 
DEPARTMENT 107 
HOLYOKE, MASSACHUSETTS 


Please mail me, without cost or obligation, your 
booklet on getting the right paper or card for 
each job 












Organization 
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Measured office production 
proves Rotor-File best for 
your card-record operation 


TIME STUDIES PROVE that Rotor-File 
saves 50% of time required in the per- 
formance of almost any operation. 
Finding, posting and filing are greatly 
simplified—because the work comes to 
the comfortably seated operator. 


MEASURABLE INCREASE IN ACCU- 
RACY—with Rotor-File there is far less 
of the physical work that consumes 
time and lowers ability to think. 


VASTLY IMPROVED EMPLOYEE MO- 
RALE— [he new rotary filing principle 
brings to the record clerk new speed 
—new ease—a dignified desk job— 
and the sense of doing a better job. 


Rotor-FILE TAKES ANY RECORD— 
and it takes your existing record, too. 
Let us show you how Rotor-File can 


save time and money in your office. 









Without obligation, please send de- 
tails on the new Rotor-File for cards. 


Name........ 8x: Oe EE Seiniioniie 
Position........ Ch, is 
Neen. sensnconsenesee el 
Address........ la dl ants ee sieaiielb 
SM cieeickvecsseses ("ee 
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66-inch heights. The 48-inch partitions 
come with steel or glass panels; the 66- 
inch, with steel, glass or acoustical panels. 

For a complete listing with descriptions 
of all partitions, Circle number 677 on the 


Reader Service Card. 


New style binder provides 
bound back for labeling contents 

An improved binder has a_black-flap, 
one end of which is permanently attached 
to the binding edge of the front cover, the 
other end passing through the double hinge 
on the back cover. This enables the user 
to obtain a tightly back-bound book pro- 
viding a neat appearance and flat surface 
for indexing regardless of the thickness of 
the contents of the binder, which has a 
Capacity up to six inches. 

It is believed that this feature will broad- 
en the usefulness of this type of expandable 





binder, especially to firms using it as a 
permanent storage binder, since it may be 
stacked or stood on end on a shelf and still 
have its title or index as perfectly visible as 
a solid bound book. 

For sizes, styles, pric es, and other details, 
Circle number 680 on the Reader Service 
Card. 


Duplicator paper sample book 
available free to users 

An attractively prepared sample book 
is now available to users of duplicator 


papers. These books have actual sam- 





FREE «% EXECUTIVES 





..- helps your secretary improve 
the appearance of your letters! 


New aid for your business correspond- 
ence! Slips into typewriter under 
letterheads... helps your secretary set 
correct margins and center every letter 
perfectly. Cuts down retyping...saves 
time and paper. Write for yours today 
—use coupon below. 


Also free: Test Kit of Coupon Onion Skin 
—companion paper to famous Coupon 
Bond. This new 100% rag onion skin 
is the world’s finest for copies, ree- 
ords, thin letterheads and advertising 
literature, 





“eer ee ee eee eee eee ee 


CLIP THIS COUPON TO YOUR LETTERHEAD 
American Writing Paper Corporation 
Holyoke, Mass., Dept. M-5 


Send your FREE Letter Placement Guide 
and Test Kit of Coupon Onion Skin: 


e@eeeveeveeeeeeeeeeeeeeeeeeeeeeee 
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ples of various papers especially developed 
for liquid process duplicators. Papers 
are available in seven colors suited for 
system work: white, blue, green, canary, 
pink, goldenrod and_ buff. 

The booklet has a chart to help the 
paper buyer in determining weights and 
sizes of 16 lb. substance and 20 Ib. sub- 
stance duplicator papers. 

For a copy of the sample book, Circle 
number 686 on the Reader Service Card. 


Art work improved, speeded 
with new precision projector 


Production of commercial, industrial or 
fine art can be speeded with a new low- 
cost image projector, which helps to im- 
prove all kinds of art work while speed- 
ing and simplifying its production. 

The equipment has many applications 
in such varied places as _ advertising 
agencies, industrial plants, map makers 
and publishing houses. It casts bright, 
sharp, perfectly-scaled images of illustra- 
tions, photos, physical objects or color 
transparencies directly onto the drawing 
table. With the image thus cast on any 
working surface, art can be rendered with 
direct application of any selected art me- 
dium to the projected image. No inter- 
mediate steps, such as tracings, are neces- 
sary. Any size illustration, from a postage 











stamp to a newspaper page, can be pro- 
jected. It will make up to a four-time 
enlargement or reduction. 

Because of its “vertical principle” of 
design, it can be set up directly over a 
regular drawing table, making it instantly 
available for use at all times. 

For a free illustrated folder of several ap- 
plications, Circle number 676 on_ the 
Reader Service Card. 


methods 





New type of industrial wiper 
for general factory use 
A brand new, specially designed indus- 


trial wiper, highly absorbent, versatile, al- 


ways handy, and easily disposable, has just 
been developed. 
Secret of the new industrial wiper lies 


Each 
“Perf-Embossed” 


in its revolutionary surface. wiper 


consists of two sheets 
which, through a special process, are weld- 
ed together for extra 


durability, giving 


thorough cleaning action and maximum 


dirt retention. A chemical treatment cre- 
ates all-important wet strength. 

The new wiper is designed to give efh- 
cient performance in the complete range 
of industrial wiping from heavy machine 
to precision work. The compact size of the 
carton takes up a minimum of space in an 


industrial plant and it provides employees 





with an instant and mobile source of wip- 


ers when and where needed. Each box has 


a special “pop-up” feature that makes an- 
] pop-u] 


other wiper automatically available the 


instant one has been removed from the 


container. The product is packaged in a 
compact size box containing 125 wipers. 

Circle 
Card. 


For more information, number 


682 on the Reader Service 


Specialized engineering service 
to advise on fire protection 


\ new 


consultant engineering firm has 


been established by a group of experienced 


fire prevention and_ fire protection en- 


gineers to assist management in economi- 


cally solving fire protection problems. The 


company has facilities to handle work 


throughout the country. It has no con- 


nection with any insurance company, 


equipment manufacturer, or construction 


contractor. 
Its objective is to assist clients in achiev- 


ing and maintaining a fire-safe and_ eco- 


nomically-insurable operation. This is ac- 


complished by (1) fire hazard evaluation 
surveys of proposed or existing properties 


and processes, (2) 


recommendations and 


cost analysis for developing an adequate 
and practical fire prevention and protec- 


tion program, (3) the design, specification 
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and supervision of fire protection installa- 
tion and (4) assistance in developing im- 
proved methods for safeguarding new prod- 
These services will 


ucts and processes. 


supplement existing fire protection § en- 
gineering departments and insurance in- 
fulfill these needs in 
organizations where they do not exist. 

Circle 
Card. 


spection services or 


For more information, number 


678 on the Reader Service 
New electronic communications 
unit amplifies telephone calls 


You now can sit in your office or home 


and address or confer with a 


group of 
people in another city thousands of miles 
away. A new electronic instrument makes 
a telephone “talk out loud” like a radio 
set. It is also equipped with a microphone 
which picks up conversation of any mem- 
ber of the group. Both incoming and out- 
going conversations are amplified. 

only 14 
pounds, and plugs into any standard AC 


outlet. 


The unit is portable, weighs 
There are no wire connections to 


the telephone, thus no 


installation cost. 
Amplified two-way discussions can be held 





from person 


person, person to group, 
or group to person. For addressing large 
groups an extra loud speaker is available. 
The equipment operates successfully be- 
tween any two or more persons or groups 
of persons who can be reached by tele- 
phone. You can talk with each other, ask 
and answer questions, exchange ideas and 
opinions as if you were in the same room. 
Since the phone is not held, your hands 


are free to write, make notes, check files 


and records, or smoke. 
information, Circle number 


Reader Service Card. 


For more 
672 on the 
New strip tabbing 


saves 56% on typing time 
A new plastic tabbing with pica spaced 


inserts is designed to end the need for 


time-consuming use of the soft roller when 


typing titles on blank inserts for strip 
tabbing. 
The blank insert strips for the new 


tabbing are spaced for 1, 2 or 3 line titles, 


permitting the typist to use the line 


space lever for centering or positioning 
| 5 | 5 


the titles on the inserts instead of using 


the soft rollers as is required with the old 


FAST 


Paste on a sheet of paper, clippings, 
office forms, headlines, intricate drawings 
— type on it, write on it— put it in a 
Stenafax and you'll get a sharp, finished 
stencil for reproduction. 


Low cost printing, proven by its current 
use in many Government installations. 
Now available to Commercial Users. 





automatic 


STENCIL PERFORATOR 


for making 
MIMEOGRAPH STENCILS OF 
PRINTIN G * typing 


























ACCURATE 


MAPS 


DRAWINGS 
and other graphic material. 


FORMS 


Anyone can operate Stenafax stencil making machine 


ECONOMICAL 


TIMES FACSIMILE 


c OR? ORS Fs 


540 West 58th Street, New York 19, N. Y. 
1523 L Street N.W., Washington 5, D. C. 


(Circle 660 for more information) 
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PENDAFLEX’ 


HANGING FOLDERS 
aan 





Send for free Oxford Filing Supply Co., Inc. 
CATALOG 2 Clinton Road, Garden City, N. Y. 


NAME 





AdDOEESS, 





(Cirele 644 for more information) 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 





THE 


COFFIELD 


EVERLASTING 
Interchangeable 
ORGANIZA TION L 
CHART 


EASY TO CHANGE 


A typist, a typewriter and typing paper are 
all you need to keep your chart up to date. 
It’s that simple! 








Sizes to Fit Any Structure 
Eliminates All Drafting 
Photographs for Sharp Prints 
Invaluable Visual Training 
Parts Movable and Reusable 
Solves Your Chart Problem 


Write 
for Free Illustrated Folder 
with Price Schedule No. M-10. 


MANAGEMENT CONTROL CHARTS CO. 
1731 N. Wells St. Chicago 14, Ill. 
(Circle 637 for more information) 
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CORBIN Mail Handling equipment puts 
new life into sluggish office mail delivery 
—saves time—reduces costf Used in the 
majority of U. S. Post Offices and in mail 
rooms of leading businesses, colleges, uni- 
versities, hospitals and other institutions. 


CORBIN'’S facilities and more than 50 
years’ experience combined, are your as- 
surance of quality equipment at low cost. 
We will help you choose equipment to meet 
your requirements. All Corbin Mail Hand- 
ling products are constructed of selected 
hardwoods. Joints are dovetailed and glued. 
Surfaces are smooth-sanded and lacquered 
or varnished. Shipped to you assembled, 
complete with hardware. 


Mail Sorting Table Capacity and ar- 
rangement as required to meet your needs. 





CORBIN OFFERS WIDE 
VARIETY OF MAIL 
ROOM EQUIPMENT 


* Work Tables 

* Key Cabinets 

* Storage Cabinets 
* Sorting Tables 

* Bulletin Boards 

* Portable Tables 








Send for 
Illustrated Catalog 


Corbin Wood Products Division Dept. 9 


The American Hardware Corp. 
New Britain, Conn. 


! 
Please send illustrated literature and prices on | 
Corbin mail handling equipment. | 

I 


ae 


Address | 


SR bch sees: canes “dist: sth minal. nsbnw 
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types of strip tabbing. ‘The slots are also 
spaced in 2 and 3 picas so the inserts are 
held tightly, securely, yet may be quickly 
interchanged. The manufacturer claims 
that tests revealed savings of typing time 
of over 56°. ‘The waste of blank inserts 
was also cut to a minimum. 

For a free sample of the product, Circle 


number 685 on the Reader Service Card. 


Slide rule pencil will 
also magnify and calculate 
A newly developed  slide-rule _ pencil 
writes in two colors, calculates and magni- 
fes. Among the ten functions which it 
also combines in one handy pocket in- 
strument are a collapsing measuring scale, 
a fine print magnifier, depth gage, de- 
tachable ruling edge, concealed eraser and 
spare leads, a plain and enlarging cursor 
for the slide rule’s nine scales, and an at- 
tractive, functional optical pocket-clip. The 
device is only 614 inches long and weighs 
less than one ounce. 
information, Circle number 


683 on the Reader Service Card. 


For more 


New aid for typists 
provides extra storage space 

A new unit, designed to reduce fatigue 
of secretaries and typists who have right or 
left typist pedestal desks, has recently been 
marketed. It places the paper beside the 
worker rather than behind her and allows 
an easy grasp for references like the dic- 
tionary, telephone book, procedure manu- 
als and other often used material. It pro- 
vides additional space for work in process 
and reduces turning around and opening 
drawers. The unit, which can be placed 
between two typists for mutual use, is pro- 
duced in letter and legal sizes. 
number 


For more information, Circle 
681 on the Reader Service Card. 













PRACTICALLY A 
LIFETIME OF 
FREE USE... 

3 discs included in the 

purchase price .. . each 
can be used 10,000 

TIMES OR MORE! 



















A MIRACLE OF 
ENGINEERING... 


with very few parts... 
featuring remarkable 
design, REPAIR-FREE 
construction, ease of 
operation... 





THE FINEST 
TRUE-MAGNETIC 
DICTATING MACHINE 


no cutting noise... 
no friction . . . perfect 

letters by dictating 
over mistakes! 


Bex Kacves 

















‘ 

' Established 1923 ! 
i Exclusive National Distributor ; 
| AMERICAN DICTATING MACHINE CO.,Inc. | 
' 65 Madison Avenue, New York 16, N. Y. i 
' Gentlemen: I‘d like to know more about the REX \ 
1 RECORDER. Without obligation please call [7], visit J 1 
{ write 0 \ 
1 Name Title as 
| Company me 
j Address Tel i 
| City State 
. CI Also send free REX literature i 
ass bad cakes en sae as coe i “Su ok Ge oe a cs i sD 
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It's the smoothest, 
easiest operating machine 
I've ever used. 


And you're so right! 
Noise-free ... means trouble- 
free. That’s because superior 

designing and precision manu- 
facturing have insured perfect 
parts coordination ... 
cushioned rubber suspension. 
No bouncing or vibration also 
means less wear and tear on 
the parts. No wonder the new 
ADDO-X has taken the 
business world by storm. 


STEP-O-MATIC 
MULTIPLIER LEVER 


makes the ADDO-X a 
calculator as well ... when 
used for multiplication. This 

exclusive feature permits auto- 
matic step-over to the next 
higher unit without using the 
0-Key. Here's a time saver that 
really insures fast and 
efficient multiplication. This 
feature combined with 
ADDO-X's “live” Repeat and 
Repeat/Subtract Key... 


plus automatic clearance of 
the Keyboard after multiplica- 
tion... makes ADDO-X the 
most advanced adding 
machine on the market. 

Write now for new, illustrated 
folder and full details. 



































I'm 


just 





in love 
with 
my ADDO-X 





ADDO-X puts 


your figures in order 


ADDO MACHINE CO., INC. 


145 WEST 57th STREET, NEW YORK 19, N.Y. CIRCLE 5-6940 


Exclusive U. S$. Distributors; Addo-X Adding Machines ‘ 
Multo Calculators -- Roneo Mimeo Machines 
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now gives you the answer to your 
office copying problems in this small 
inexpensive machine designed to use 
the EASTMAN KODAK CO.’S amazing 
new VERIFAX process... 


im AST VENRSON 
UNIV OF MICH sOH OF Fr 
DMINISTRATION =BU 
NN ARBOR MIC © 


Photostat Instant Copier 


_.. for use in any office ... everywhere! ae 
—S ne 


Here is a small, inexpensive machine which 





will make three or more black-on-white copies 
of practically any original up to 842” x 14” in 
size in one minute, ready for immediate use! 
It takes up less than two square feet of space 
on desk or table... it can be used under any 
normal office lighting at any time by anyone 
in the office. 
The PHOTOSTAT INSTANT COPIER is de- 
signed to get the very best results from the a 
new EASTMAN KODAK COMPANY'S VERIFAX 
process...a truly revolutionary method of 
making copies of anything typed, printed, 








written or drawn. It is entirely different from, 
and should not be confused with, any previ- 
ously known process. No other office copying 
equipment can equal the versatility and flexi- 
bility obtainable with the combination of the 
new PHOTOSTAT INSTANT COPIER and the 





VERIFAX process. And it is fully guaranteed | 

by Photostat Corporation! 
*For over forty years, PHoTOSTAT CORPORATION has ' 
led the way in the manufacture and marketing of | 
photographic copying apparatus for every type of 
business use . . . every Federal, State, County and vm 
Municipal government need. f “ee 

The new Puotostat INSTANT Copier will be sold You will be amply repaid if you get full 


and serviced by our field staff from coast to coast and 


d : - details before purchasing any office 
in Canada in the same efficient manner and under , g Y 


the same conditions as now apply to our larger and photo-copying equipment. Write to & 
long established models of photographic copying 
apparatus. 
| vearaasns PHOTOSTAT CORPORATION 
is the registered trade-mark of 301 STATE STREET, ROCHESTER 14, NEW YORK fies 
} PHOTOSTAT CORPORATION : eee 
3547 postage for 


— or any service office in principal cities in the U.S.A. and in Toronto, Canada. 


e 647 for more information) 





